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ABSIBACT 

. . . Intended for regular and special education 

Jn"'^^^^''?^ • ^^f support personnel) , the manual is designed 

d^v^foif ^^5ional and local learning resource centers (LBCs) i^^^^^'^ 
developing and implementing their programs with a minimum of outside 
assistance. The document is divided into five major sections ^"^^^"^^ 
representing broad subject areas in which LBCs might operate- 
planning and evaluation, management, appraisal and programing, 
materials support, and personnel support. The five Ljor sec?ions are 
each diy.,.ded into 15 functions, with "function" beiSg^defined as a 
lu^t ±i%:itt ^%P^^f°^"«^.i'y the organization. Each function, in 
turn, IS divided into strategies ("strategy" defined as a recommended 
Jh^^rS^^^'-'^'^ required to perform the ?^les or function"? Each of 
these strategies is then divided into a number of tasks or activities 
for implementing the strategies. Finally, each task is divided SJo 
two suggested mechanisms for its accomplishment-considerlJions and 
llTv^i'^'^^^t^ procedures. Step-by-step procedures provide an approach 
to the task, detailing the basic steps necessary for completion 
covered are the following functions: defining workscope, aliessing 
needs, evaluating LBCs, planning, managing LBC, supervising ^ 
conJdf^S.'.f''^^^''? Pl>ysical resources, managing fiscal resources, 
coordinating appraisal services, delivering appraisal services, 
developing ana evaluating materials, selecting and circulating 
materials, offering inservice training, delivering technical 
assistance, and providing information. (Author/SBH) 
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OPERATING LEARNING RESOURCE CENTERS: A MANUAL 
PREFACE 

With the inception of the SEIMCs in 1963, a network of Associate Special Education 
Instructional Materials Centers was established. These Centers were given the 
responsibility for the acquisition, development and circulation of instructional 
materials for use with handicapped learners. In about 1973 the role of these Centers, 
now referred to as Learning Resource Centers (LRCs), began to expand to include 
educational appraisal and prograning services. Until 1974, however, when Blackhurst, 
Wright and Ingram completed their "Competency Specifications for Directors of Special 
Education Resource Centers", no complete description of the functions, competencies 
and tasks required of a fully operational Center existed. In the'suwr of 1975 the 
Northwest Learning Resources System, composed of the Northwest Area Learning Resource 
Center and the Northwest Regional Resource Center, became interested in how both the 
on-going and newly developed Special Education Learning Resource Centers (LRCs) 
within its region could be oriented and trained to make use of the new competency 
specifications. With its role of building intra-state capacity for the operation of 
LRCs, the development of a manual was seen as a viable tool for use by state, regional, 
and local LRCs. 

The purpose of the manual is to assist regional and local LRCs in developing and imple- 
menting their programs with a minimum of outside assistance. The manual itself is 
divided into five broad sections which are then defined in terms of function, strategy 
and task. The tasks are then broken down in such a way as to assist the LRC in their 
implementation. The user is presented with Considerations (questions that need to be 
asked before implementation) and Step-by-Step Procedures. Many inter-relationships " 
exist between functions, strategies and tasks; an attempt has been made to reference these 
whenever possible. 

This manual will be accompanied by a second volume of examples and references which 
will be coded in the same manner as the manual for easy access. 



Blackhurst, A. Edward, Wright, William $., and Ingram, Cregg F., Competency Specifi- 
cations for Directors of Special Education Resource Centers , Special Training Project 
OEG-0-72-4305(603) through HEW, University of Kentucky, Lexington, 1974. 
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This manual' has been developed with input from many persons both from within and 
outside of the national LRS network. This is the third and final draft of the Manual 
and is a result of thorough review and field testing of the previous field draft 
in 16 LRCs within the Northwest region. 

The Northwest Learning Resources System is very much interested in receiving feedback 
on the content, format, and usability of the Manual. 

Many people are to be thanked for their input into this manual's development. The 
list is long and they are acknowledged by name on pages 301-303. Caroline Moore has 
worked very ably to edit, format, and coordinate the publication of this manual. 



David Piercy 

Northwest Learning Resources System 
University of Oregon 
Eugene, Oregon 
January, 19/7 
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USER'S GUIDE TO OPERATING LEARNING RESOURCE CENTERS: A HANUAL 



OVERVIEW: OF OPERATING LEARNING RESOURCE CENTERS: A MANUAL 



Operating L earning Resource Centers: A Manual is intended, to assist regional and local 
Learning Resource Centers (LRCs) in developing and implementing their programs with a 
minimum of outside assistance. 

The manual is divided into five major sections (see Figure 1) representing broad subject 
areas (brown tabs) in which LRCs might operate: 

- Planning and Evaluation 

- Management 

- Appraisal and Progranming 

- Materials Support 

- Personnel Support 

The major sections are divided into fifteen FUNCTIONS (sand tabs) (see Figure 1). 

A FUNCTION is defined as a role which 
might be performed by the organization 



Each FUNCTION is in turn divided into smmES, There are 35 SMTEGES in the Manual. 



A 5Tmr is defined as a recommended 
behavioral event required to perform 
the roles (FUNCTIONS) 
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Each STSATEQI is divided into a number of Tasks. 



A Task is defined as an activity for 
implementing the smiEGES 



Each Task in the manual is divided into suggested mechanisms for -accomplishment: 

- Considerations 

- Step-by-step procedures 

See Figure 1 for the format page used with each Task. 



CONSIDERATIONS: questions, problems, loopholes, 
possible internal and external constraints 
to be considered before attacking each Task 



STEP-ey-STEP PROCEDURES:' An approach to the 
Task detailing the basic steps necessary 
for completion 



Q-Perating. Learning Resource Centers: A Manual , Volume \h_ Examples is being compiled 
and is expected to be completed by June, 1977. The examples will be coded according 
. to whether they are applicable to an entire FUNCTION, a smwi^ or one or more specific 

24 . Tasks. ' ■ 
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1.0 



{ 



2.0 



Defining LRC mission and scope of work 



2.1 

2.2 Assessing needs for LRC services 
2.3 



.0 I 

[ 3.2 

.0 j 

I 4.2 



PLANNING 
' AND EVALUATION 



Developing Center operational plans 



Evaluating Center effectiveness 



5.2 



3 ^ 



5.3 Organizing and managing Center operations 

5.4 

5.5 



6.1 
6.2 

^ ^ Selecting and managing personnel 
6.4 



Managing physical resources 



{ 



8.1 Managing fiscal resources 



MANAGEMENT 



{ 
( 



9.1 Coordinating educational appraisal services 



10.1 Delivering appraisal and programming direct 
services 



APPRAISAL 

AND PROGRAMMING 



' 11 1 

• ' Supervising" the development and evaluation 
]1,2 of Instructional materials 



r 12.1 



1 9 0 

^•^ Managing the acquisition and circulation 
1 2.3 of instructional materials 



12.4 



MATERIALS SUPPORT 



1 3. 1 Offering inservice training programs 



1 4. 1 Delivering technical assistance 



f 15.1 
15.2 
15.3 
15.4 



Providing information services 



PERSONNEL SUPPORT 



Figure 1: OPERATING LEARNING RESOURCE CENTERS 
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snp-BY-STEPPiirayiiES 



r 




FIGURE 2 

29 
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OSE OF THE MANUAL 



Each of the 15 FUNCTIONS is introduced with a brief description of what is included in 
that function and definitions of any unusual ov unfamiliar terms. Where there are 
interrelationships between functions, strategies and tasks, an attempt has been made to 
cross reference those relationships. Probably no one function, strategy^or task.canje^ 
dealt with in isolation, as the Manual has been organized to represent a flow of activities 
through v/hich an LRC might operate. 

Before working in any one given function or strategy area, it will be helpful to revjew 
the Table of Contents, which outlines the manual and demonstrates the areas- in which 
various LRCs might operate. The user will also be aided by reading the introductions 
to the functions for an overview of function content. 

Who_ are the users? 

Opejratin^ Learning Resource Centers: A Manual should be useful to LRCs with various levels 
of sophistication. The LRC at the workscope definition and proprosal writing stage could 
use the Manual to outline all the procedures necessary for developing a fully operational 
program. The LRC which is already operational but plans to add or revise a program 
component such as appraisal and programming services or information support services, 
could use the appropriate portions of the Manual for those purposes as well. Any LRC 
could use the Manual outline (Contents) as an assessment device to check for gaps in 
the state of organizational development. 

The Manual_ can also be useful for others than LRC personnel. The subject areas and task 
analysis are relevant for special education and regular education administrators and 
support personnel. 



19 



31 



FONCTION 1 .0 DEFINING LRC MISSION AND SCOPE OF WORK 



Strategy 1,1 Mte mission statemt for LRC 
Stmtegy 1.2 Define LRC scoye of work 



INTRODUCTION 

Before an LRC can begin determining its specific activities and procedures, it is 
important that a philosophy' and well defjned workscope be determined. This section 
examines possible tasks and procedures that can be used by LRCs in defining, preparing, 
and gaining approval of the LRC Mission and workscope. Many of the other sections in 
this manual refer the user back to the defined mission and workscope to insure that the 
tasks beinq implemented are justified by the mission and workscope. . 

In this section and thrcuahout the manual the ALRC/NCEMMH/SO and the RRC/CORRC networks 
are mentioned. The ALRC (Area Learning Resource Center), NCEMMH (National Center for 
Educational Media and Materials for the Handicapped) and SOs (Specialized Offices) are 
composed of a national and 13 regional centers which provide support to the states in 
the delivery of media, materials, and educational technology to their handicapped 
children. The RRC (Regional Resource Center) and CORRC (Coordinating Office for 
Regional Resource Centers) are composed of a national and 13 regional centers which 
provide support to the states in the delivery of appraisal and programming services. 
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Strategij 1.1 Wite wiesim statement for LRC 

Task 1.1.1 Examine philosophy and educational orientation of 
LRC service area 

Task 1.1.2 Review LRC concept 

Task 1.1.3 Write mission statement 

Task 1.1.4 Obtain approval of mission statement (with revision, if 
necessary) from governing authority 
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TUSK 



1.1.1 Examine philosophy and educational orientation of LRC service area 



1. What is the philosophical orientation of board(s) of 
education concerning LRCs? 

• ^ 

2. Is your professional philosophy concerning education 
and the LRC consistent with that of the local board 
of education? 

3. What is the philosophy of the educational leadership 
in the service area (e.g., Teacher associations and 
professional groups) toward LRCs? 

4 

4. What is the iiiission(s) for LRCs as suggested by the 
regional ALRC and/or the ALRC/NCEMMH/SO and RRC/CORRC 
Networks? 

5. What has been the history of public reaction to 
LRC-related services? 

6. What has been the history of initiation or termination 
of educational programs by local districts(s)? 

7. Consider written statements of policy and philosophy 
relating to special education from governing board(s) 
and appropriate professional organizations: 

a. schedule meeting(s) with governing board(s) and 
appropriate' professional organizations to explain 
and elicit cooperation and/or 
• b. make personal contact with leaders of service 
area educational agencies. 
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STEP-By-STEPPmyiiES 



1. Gather appropriate data on philosophy and policies 
of service area jurisdiction(s). 

2. Secure written statements of policy and philosophy ■ 
relating to special education from governing 
board(s) and/or appropriate .professional organi- 
zations. ' ' 

3. Schedule meetings with governing board(s) and/or 
appropriate professional organizations to explain 
the project and elicit cooperation. 

4. Make pers,onc|,; contact with leaders of service area 
education agencies for the purpose of being verbally 
informed of policy and philosophy as they relate to 
LRC services. 
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CONSIDERATIONS 



SIEP-By-STEPPROCEDOIIES 



1. Is there a clearly defined concept of the LRC? 

2. Do teachers, administrators, or other local groups 
have a clear concept of what they want the LRC 

to be? 

3. Will the LRC interface with the existing media 
program for non-handicapped children, and if so, 
how? 



1.. Review manuals and excerpt or abstract pertinent 
statements relating to an LRC concept at national, 
regional, state and local levels for statements of 
perceived 'intent of an LRC. 

2. Examine guidelines and regulations pertaining to 
PL93-380 and PL94-142 as well as pertinent state 
law regarding special education. 



CONSmOHS 



STEP-ey-STEP 



1. How is the mission of the LRC limited (e.g.,. time, 
money, staff, facilities, and services)? 

2. Is the mission comprehensive enough to include 
all those things an LRC might want to do? 

3. Is the LRC mission delimiting enough that it does 
not include all educational services? (That is, 
not as broad as the Mission of all education or 
all speciaj education.) 
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1. Select those statements of intent which reflect 
the current capabilities of the LRC. 

2. Write the mission statement using only those . 
currently feasible statements of intent. 

3. Review the mission statement with the Advisory 
Group and consumer representatives using 
Considerations as guidelines. (See 3.2.2 for 

■ Advisory Groups.) 
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STEP-ey-STEP 



1. Have governing board members had previous input 
concerning the LRC mission development? 

2. At what meeting and where on the agenda is the 
LRC mission discussion? 

3. Do you have adequate knowledge concerning LRC 
functions to answer board member questions concerning 
potential outcomes or benefits? 

i Is the Director of Media Services for regular 
education supportive of and knowledgeable about 
your proposal? 

5. Consider obtaining documentation, or testimony of 
similar successful programs, including availability 
of funds, resources, and outcomes. 
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1. Arrange for an appropriate time on the board 
meeting agenda. 

2. Prepare presentation. Utilize visuals and handouts 
when possible, but limit them to relevant items, 
and keep them concise and easy to understand. 

3. Brief supportive board members and administrators 
as appropriate prior to meeting. 

4. Present the mission statement to the board. 

5. Secure adoption or rejection of statement. If 
statement is rejected, secure approval for 
future presentation of a revised statement. 
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StTaiegu 1.2 define LBC scope of mrk 



Task 1.2.1 Examine available materials on national, regional, state 
^^and local LRC workscope functions 

Task 1.2.2 Examine comprehensive araa of state plans for special 
education services 

Task 1.2.3 Adopt workscope for LRC 
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1.2.1 Examine available materials on national, regional, state and local IPX workscope functions 
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CONSIDERtTiOHS 



1. What materials are available on national, regional, 
state and local LRC workscopes and where can they be 
located? 

2. Are available workscope materials consistent with 
the LRC mission? (See 1.1.3 for mission statements.) 

3. Are personnel available who can assist in LRC work- 
scope interpretation at national, regional, state 
and local levels? 

4. What aspects of the potential LRC workscope might 
receive national, regional, state, or local LRC 
support? 
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STEP-ey-STEP 



1 . Contact potential sources of LRC workscope 
information and request materials. 

2. Acquire and review ALRC, RRC, and BEH State 
LRC expanded workscopes (available from ALRCs 
and RRCs). 

3. Review available workscope information. 

4. Identify state/regional personnel who can assist 
in the interpretation of workscopes. 

♦ ; 

5. Obtain face-to-face, phone or other assistance ; 
from state or regional personnel. 
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1.2.2 Examine comprehensive area or state plans for special education services 




1. What relevant intra-state cooperatives or statewide 
comprehensive plans exist? Do any of those plans 
directly constrain or support LRC workscope develop- 
ment? 

2. Do existing advocacy groups (CEC, ARC, ACLD, AECT) 
have "model" plans and guidelines which constrain 
or support LRC workscope development? 

3. Do existing plans of other agencies (State Mental 
Health, County Public Health Nurses, Educational 
Technology Division) support or constrain LRC 
workscope development? 



STEP -By -STEP PBOCEDORES 



1. Contact sources of other plans relating to 
LRC workscope development. 

2. Review available plans. 

3. Identify and utilize appropriate personnel to 
help assess how plans constrain or support LRC 
workscope development. 
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1.2.3 Adopt workscope for LRC 



CONSIDEIUTIOKS 



STEP-BY-STEP PROCEDURES 



1. To what extent is the workscope consistent with 
the philosophy of the service area and with the 
mission statement? (See 1.1.3 for mission statement.) 

2. ' Insure that the workscope carries out all aspects 

of the mission and is congruent with it. 

3. Use a format for the workscope which is consistent 
with ALRC/RRC workscopes or some other format with 
common acceptance in the state. 



1. Review the mission statement. 

2. Review ALRC/RRC workscope materials. 

3. Prepare a first draft of the workscope using 
elements, when possible, from existing work- 
scope materials. 

4. Ose "expert" opinion (from SEA or regional ALRC/ : 
RRCs), Advisory Group or other input and logical 
analysis to tj»st the completeness of the workscope. 

5. Continually revise workscope elements as necessary. 

6. Following revisions, present workscope for 
approval to appropriate governing body. Adopt 
statement. 
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FUNCTION 2.0 ASSESSING NEEDS FOR LRC SERVICES AND DEVELOPING LONG-RANGE PLANS 



Strategy 2.1 design needs assessment for special eduoatim vesmces 
in the geogvapUcal ma sewed hy the IRC 

Strategy 2. 2 develop long-ronge plans for LRC services 



INTRODUCTION 

As an LRC begins to develop its operational plans, it is important that it assess 
the needs of its client population. This section provides procedures for determining 
who the clients are, determining their needs, employing forecasting procedures, and 
•developing long and short term goals and objectives based on that needs assessment. 
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Strategij 2. 1 design needs assessmnt for si^cid edmtion momes in tk 
geographical ma sewed by the LRC 

Task 2.1.1 Define clientele in the service area (by strata/group) 

Task 2.1.2 Identify clientele and clientele needs in the service area 

Task 2.1.3 Prioritize the needs of the clientele 

Task 2.1.4 Identify which needs are being met by other agencies or 
existing LRC services 

Task 2.1.5 Employ forecasting techniques to anticipate future needs 
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2,1.1 Define clientele in the service area (by strata/groups) 



CONSIRATIOliS 



1. How have previous efforts within the service area 
defined clientele? 

2. How have research and incidence studies defined 
clientele? 

3. Does state law or the governing board constrain how 
clientele are defined? 

4. Who is the primary target(s) of LRC services? With 
which groups must the LRC work in order to reach the 
primary target? 

5. Mho is the target population of the funding agent? 

6. What populations are referred to in LRC goals? 
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STEP-BV-STEP 



1. Review mission statement to identify target 
population. (See 1.1.3 for mission statement.) 

2. Review state and local sources to identify 
personnel falling within target population. 

3. Identify population, groups to be served and 
services to be offered each group. 
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2.1.2 Identify clientele and clientele needs in the service area 



STEP-By-STEP PBOCEDyBES 



1. Can someone be contracted to identify client needs 
more efficiently and for less money than it would 
cost for the LRC to do it? 

2. Have other agencies already collected some needs 
assessment data which can be shared? 

3. What other resources within the service area exist 
to help with a needs assessment (e.g., R and D 
section, curriculum committee, advocacy groups)? 

4. Do you want to be able to Identify clientele by 
specific name, location and needs, or is summary 
data sufficient to implement the LRC workscope? 

5. Do tools and procedures already exist which would 
be applicable to an LRC needs assessment? 

6. What is the most appropriate source of needs data: 

- judgments of opinion leaders 

- judgments of clients 

- LRC. performance data? 



1. Locate all available and relevant statistical records. 

2. Estimate needs by first analyzing all existing data 
before deciding to collect any additional data. Use 
census data, incidence studies, service agency records, 
LRC ^records, state or local education statistics, „ 
training institution statistics, historical data and 
projections. Determine whether additional data is 
needed. 

3. If additional data is needed, identify ar.d secure 
resource personnel, advocacy groups, and others who 
will assist in data collection procedures. 

4. Design or select a collection process which includes: 

a. procedures for communication between the LRC 
and data collectors 

b. , the use of reliable instruments 

c. a sample selection (where applicable) 

5. Pilot needs assessment procedures on a small sample 
to check for problems before implementing the survey 
area-wide. 

6. Develop procedures for suttrizing, compiling, and 
interpreting data to be collected, i.e„, data prrt 
processing or manual manipulation. ^" 

7. Implement the collection of needs assessment data. 
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STEP-ey-SIEP PROCEDORES 



1. On what basis should needs be prioritized: 

- frequency of need 

- acceptability to service area values 

- severity of need 

- developmental delay? 

2. Keep variables used in-prioritizing to an 
acceptable 



3. Be prepared to rethink, expand, and revise the 
way needs are prioritized when assigning resources 
to solutions. (See 3.0 for developing operational 
plans.) 
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1. Determine a basis for prioritization. 

2. Determine how many levels of prioritization 
are functional. 

3. Determine the volume of data and the level of 
processing required of prioritization (i.e., data 
processing or manual manipulation). 

4. liaiiipulate the data as required. 

5. Examine prioritization results. 

6. Determine whether other prioritization steps are 
necessary. 
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2.1.4 Identify Ktiicli needs are being met by other agencies or existing LBC services 
(See 9.1.1 for available appraisal and prograiming services.) 



SIEP-By-STEP 



1. What services provided by other agencies meet needs 
addressed within the LRC workscope? 

2. Try to assess the services of other agencies in 
terms of their match to the LRC workscope. 

3. Utilize Developmental Disabilities service direc- 
tories, service coordinators, and multiservice 
agencies to assess existing services. Do not 
reinvent the wheel. 

4. Try to get a description of services provided by 
other agencies at a level compatible with the 
LRC workscope either through contacts with agency 
directors or other appropriate means. 



1. Identify agencies providing atiii;- services relating 
to the LRC workscope. ,, 

1. Acquire statements of services available from all 
identified agencies. ..? 

3. Determine other agency service capacity and level 
of services which fall within LRC workscope area. 

4. Document needs currently unmet by LRC and other 
, agencies. 
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2.1.5 Employ forecasting techniques to anticipate future needs 



1. Can the LRC employ outside help to develop a 
plan to identify future needs? 

2. To what extent does the LRC require forecasting 
accuracy and sophistication? 

3. How much support, exists from the administration, 
, advocacy groups arid" other professsionals for 

meeting long-range needs? 

4. Hho or what agencies have data usable for 
identifying long-range needs? 

5. Are trends evident (social, legal, or other) 
which may impact upon the interpretation of 
forecasting data? 

6. How long-range are the conriitments required by the 
LRC funding agent? 1 year? 18 months? 3 years? 

7. How long-range are other IRC coimitments? 
Facilities lease? Staff coimitments? 
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SIEP'BY-STEPPIIOCEDyilES 



1. Identify factors which may affect future needs 
of the client. ;' 

2. Utilizing information from SEA, LEA and other 
agencies, determine the long-range needs for 
services to be provided by LRC. 

3. Utilize anticipated future needs in developing 
long-range' plans. (See 2.2 for developing 
long-range plans.) 
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Develop long^vange plans for LRC seroioes 

Task 2.2.1 Utilize needs data to develop a draft of long-range plans 
for LRC services 

Task 2.2.2 Review, modify and revise long-range plans for LRC 
services 

Task 2.2.3 Obtain governing authority approval for long-range plans 
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HSK 2.2.1 utilize needs data to develop a draft of long-range plans for LRC services. 
(See 2.1 for needs assessment.) 



STEP-BV-STEP 



1. Examine needs in light of the workscope and 
determine which needs can be addressed, or 
workscope areas should be modified. 



2. Keep long-range plan drafts to a manageable 
conceptual level and volume to allow for better 

and wider input and reaction. 

3. Tailor the amount of complexity in the long-range 
plans to the audience for which they are intended. 

4. Unanticipated needs might arise during the 
forecasted period. 



1. Revise, as necessary, immedate needs and priorities; 
- if appropriate, revise immediate, intermediate, and 

long-range needs. 

2. Design the format for the long-range plan. 

3. Write a draft of inediate, intermediate, and 
long-range goals (and, as appropriate, objectives, 
strategy descriptions, and narrative explanations). 

4. If appropriate, determine resources necessary to 
meet imediate, intermediate, and long-range goals. 
(See 3.1.3 for resource allocation; 3.2 for 
obtaining support.) 

5. Write long-range plans based upon the identified 
long-range goals. 
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TASK 



2.2.2 Review, modify and revise long-range plans for LRC devices 



1. To what extent sliould consumer input, expert 
opinion, staff input, parent input, be utilized 
in revising long-range plans? 

2. - Involve people who will be affected by the pla'/i 

in its development (staff and consumers, primarily). 
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SIEP-Bf.STEP PilOCEDyilES 



1. Identify appropriate staff, consw, and others 
who would be willing to react to and modify the 
long-range plan. 

2. Develop procedures to obtain input. 

» 

3. Utiligtng their input, establish a time line for 
furi''f;r review or rewriting of plan. 

4. Provide the r.ecesssary staff time and resources 
to complete tfie plan rewrite. 

5. Produce copies of the plan as necessary for 
distrif^'jtion. 
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TISK 2.2.3 Obtain governing authority approval for long-range plans 



1. Have the governing board members had previous 
input into the long-range plans? 

2. Where applicable, give documentation or testimony 
about potentially available funds and resources 
and potential impact and benefit. 

•3; Do" you have adequate information ^concerning 
long-range plans to answer questions about 
implications for resource allocation? 
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1. Arrange for a time to meet with the governing board. 

2. ' Prepare a presentation (utilize visuals and 

handouts when possible). 

3. Brief supportive board members and administrators 
as appropriate prior to meeting. 



4. Present the plans to the Board. 

5. Hake changes necessary in long-range plans and 
resubmit for approval. 
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strategy 2.S Develop short-term plans for LRC services 
Task 2,3J Develop short-term goals 
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FUNCTION 4.0 EVALUATING LRC EFFECTIVENESS 

Stmtegij 4.1 hodk for appropriate and on-going formative 
evaluation of LRC operations 

Strategy 4.2 Provide for appropriate periodic smative evaluation 
of LEC operations 

INTRODUCTION 

This section is intended to assist LRCs in desi'^ning and iinplementing appropriate procedures 

for-the evaTuation'Of-LRC-activities'and-opera: .ns. "■Evaluationi's"'opt1[iiallyWat the 

time initial planning is conducted (3.0) or new activities are developed. Evaluation is also 
■ built into such decisions as developing materials (11.0) or delivering technical assistance (l^-^). 

Formative evaluation focuses on helping the program planner, developer/administrator to make 
better decisions through the application of empirical research methods. It is often referred 
to as "Evaluation for Decision Making". • 

Not only are the results of formative evaluation intended primarily for those who are working 
on program development, but the whole formative evaluation process must occur in close 
collaboration with the program developer. 

This is quite different from the focus, the intended audience, and the evaluator-planner 
relationship required under Summative Evaluation. 

The purpose of suimative evaluation is to assess the overall effectiveness or impact of a 
program. Since summative evaluation reports are directed primarily toward those who set 
policy and approve funds, this type of evaluation is often referred to as "Evaluation for 
Accountability". 

The summative evaluator, whose job it is to assess, an already developed program, gets into 
the major phase of his work as the formative evaluator finishes his. Unlike the formative 
evaluator, the summative evaluator should be (and should seem to be) independent of the 
program, its developers;. and those who assist the developers. Both being objective and 
seeming to be so are important if the conclusions reached by the sunmative evaluation are 
to be valid and believable. (See S. B. Anderson, et al.; Encyclopedia of Educational. 
Evaluation ; Jossey-Bass Pub. 1975, p. 407). 
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3.2.2 Establish an Advisory Board to provide input and feedback on LRC operations (continued) 



STEP -By. STEP 



(continued from page 68) 

9. What are the interest groups of areas which should 
be represents on your Advisory Board: parent groups, 
school administrators, teachers, state or regional 
program personnel, minority groups? 

10. Consider the identification of an at-large 
ino-vestedHnterest" memberr-PossiblFcdntacts 

could .be: League of Women Voters, local Bar 
Association, American Civil Liberties Union, or 
any agency with a coimiittment to equality and 
human rights. 

11. What results are expected from the Advisory Board? 

- policy generation 
■ management functions 

- advisory capacity only? 
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STEP-ey-STEP 



1. Contact potential resources for conitment to 
assist in supporting the implementation of the plan. 

2. Maintain a file of available resources. 

3. Locate existing organizations with similar 
workscopes. Contact: 

-State OfficFbTTederar 

- University's Office of Federal Programs 

- Regional Health, Education and Welfare Office 
to obtain listings of other programs in the area. 

4. Contact existing programs to determine whether 
their workscopes address similar program areas and 
target audiences. Participate in descriptor 
analysis exchanges. 

5. Maintain a file of supporting agencies, e.g., local, 
state, federal, and private. 

6. Consider need for adjustment of objectives and 
activities in response to available resources 
actually allocated. (See priority listings 3.1.1, 
3.1.2,3.1.3) 



1. Identify potential sources for meeting identified 
needs (see 3.1.3) ; 

- human (cooperating agencies) 

- physical 

- monetary (funding agencies). ■ 



2 Identify,.restri.ctions„.,that..exist..i n obtaining- 

resources to support activities, such as 



funding agency anri/or governing body guidelines. 

3. Submit proposal (s) {o selected agencies (cooperating 
agencies such as state, federal, local or regional). 

4. Revise proposal (s) as needed/suggested by funding 
agency. (See 3.1 ) 
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1. Does special education have a board? If so, can it 
be used as the LRC board? 

2. What LRC advisory board policy statements are avail- 
able and appropriate for your Advisory Board? 

3. What constraints might affect Advisory Board 
operations: 

- legal 

- governing board policies 
" funding agency policies? 

4. What provisions exist for adding tc, deleting from 
or amending the policy statements? 

5. Make personal contact with other LRC Advisory Board 
personnel for their reaction to the policy board 
statements which have been identified. 

6. Con-tact appropriate personnel to identify con- 
straints which might be imposed on Advisory Boards: 

- Board of Education 

- Superintendent of Schools 

- ALRC/RRC personnel. 

7. What will be the relationship between the Advisory 
Board and the LRC? 

8. Consider contacting supporting agencies in the area 
0 for membership suggestions; 



(Continued on page 69) 
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2. Write jsh^ieS 4X 
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3. Establk^?c!e\ 
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Strategy U Ohtain suppvt fov lEC oipeTatiom 

Task 3.2.1 Obtain resources needed to idipleinent LRC activities 

.., Task 3.2.2 Establish an Advisory Board to provide input and feedback 
on LRC operations 
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'^^'f 3.1.3 Determine the human, physica-1, and monetary resources that are required for 

impleinentation of LRC activities (See 5.5 for collaboration with other agencies),,.. 

CONSIDERtK STErS-SIEPKEDyBES 



1. What human, physical, and inonet^ry resources are 
required for implenientation of !iC services? 

2. What restrictions exist in obtainifiQ resources to 

V 

support the activities: 

- funding agency guidelines 

- governing body guidelines? 

3. What programs of a similar nature are already in 
existence? 



4. Consider escalated costs of materials and other 
expenses. 



1. Using the activity plan (see 3.1.2), identify and 
list resources needed for implementation of LRC 
planned services: 

' a. human - total staff needs 

b. physical - office space needs 

c. monetary - personnel (salaries) 

- operating budget (rent, capital 
outlay, phone and travel) 

- materials (supplies, instructional 
materials, equipment) 

2. Given existing resources, identify programs and 
services in other LRCs and related agencies that 
can meet resource needs. 

3. Write proposal. (See 3.1.4) 
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TASK 



'3.1.4 Organize the objectives (3.1.1), activities, staff assignments, time lines (3.1.2) and resources r 
(3.1.3) into a proposal for LRC activities. 



1. What are the format and content requirements of 
the funding and fiscal agents? 

2. Who will be reviewing the plan? 



STEP-By-STEP 



1. Determine format and content requirements. 

2. Develop a format based on requirements and 
au<3ience needs. 

3. Prepare document. 
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snp-BY-se pniiEs 



1. What aids are available in identifying appro- 
priate LRC objectives (e.g., documents from 
regional and local LRCs, state plans, state law, 
rules and regulations, and specific federal 
regulations)? 

2. What services are going to be provided by other 
units/agencies? What are the:r terminal goals 
and objectives and how can they relate to your 
plans? 

3. Consider prioritizing objectives in the event 
that allocated funding is' insufficient to meet 
all specified objectives. 



1. Examine the results of the needs assessment (see 2.0), 
including long and short-range plans (2.3), for 
direction in the identification of objectives. 

2. Contact other LRCs requesting copies of their 
objectives. Analyze and identify objectives 
appropriate to your LRC. 

3. Utilize input from LRC staff, advisory board, and 
district personnel to identify and review objectives. 

4. Lisli'objectives, including a statement of measurable 
criteria for completion. 

5. Specify the activities, staff assignments, and 
time lines required to meet the objectives. (See 
3.1.2 for task analysis.) 
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TUSK . 3.1.2 Specify the activities, staff assignments and time lines required to meet the objectives 
(See 6.0 for selecting and managing personnel) 



COKSIDERAIiS 



1. Are other agency or other LRC activities occurring 
(or planned) which will help meet a particular 
objective? 

2. Consider the priority of objectives set in 3.1,1 
and similarly prioritize activities to be 
completed contingent upon funding allocations. 

3. Will the activities lead to completion of the 
objective? 

4. Will activities provide sufficient data to 
determine completion of objectives? (See 5.3 
for maintaining records.) 
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SIEP-By-STEP PBOCEDOBES 



1. Examine all sources of input from other agencies: 

- examples of other LRC activities 

- examples of other agencies' activities. 

2. Identify alternative sets of activities whi:h 
would accomplish selected, objectives. 

3. Use staff, advisory board, client and other agencies' 
input to review and select appropriate activities to 
meet selected objectives: 

- clarify the review process to be used 

- adopt a review/selection process such as a force 
field analysis. 

4. Use staff review: 

- to assign activity responsibility 

- to describe tasks/activity 

- to time line task completion and activity completion. 

5. Determine the human, physical, and monetar/ resources 
rthat are required for implementation of LRC activities. 

(See-3.1.3) 
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Stmtegij d,l Specify proposal for LEC operation 

Task 3.1.1 Specify LRC objectives including completion criteria 

Task 3.1.2 Specify the activities, staff assignnents, and time l^nes 
required to meet the objectives 

Task 3.1.3 Determine the human, physical, and monetary resources that 
are required for implementation of LRC activities 

Task 3.1.4 Organize the objectives, activities, staff assignments, 
time lines and resources into a proposal for LRC 
activities 
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FUNCTION 3.0 DEVELOPING LRC OPERATIONAL PLANS 



Stmte^j 11 Specify proposal for LRC operation 
Strateojij 12 Obtain support for LRC operations 



INTRODUCTION 

This section is intended to assist the user in determining what objectives will be set" 
for the LRC, how to specify the activities, time lines, and staff assignments, and how 
to obtain support for LRC operations. It is important to note that the management 
objectives and activities are developed for the sole purpose of supporting program 
objectives. The establishment of objectives and activities will be dependent on the 
defined workscope of the LRC (1.0) and will result, in part, from needs assessment (2.0). 
The specified activities will impact directly on fiscal (8.0) and personnel (6.) 
decisions. 



2.3. V Develop short-temi goals 



CONSnTiS 



STEP-BY-STEP PROCEDURES 



1. What is the relevant infonnation obtained from 
needs assessment, long-term goals, and services 
provided by other agencies? (See 2.1' for needs 
assessment.) 

2. How may short-term goals best reflect past input? 

3. How should short-term goals be integrated into 
LRC plan? 



1.. Review needs assessment. 

2. Review long-term goals. . ' 

3. Review services provided by other agencies. 

4. Write short4erm goals. 

5. Submit short-term goals to staff and advisory 
board for review. 

6. Modify short-term goals. 

7. Distribute copies if necessary and desirable. 

8. Utilize short-term goals to write LRC plan. 
■(See 3.0 for developing operational plans.) 



I 



Stmtegij 4,1 hmdefor 



ap'proi^nate end on-going fomtive evalmtm of LEG 



operations 

Task 4.1.1 Identify or develop human resources competent in the area 
of formative program evaluation 

Task 4.1.2 Specify the program development decisions to be made and 
the kinds of information which will be needed 

Task 4.1.3 Select or design methodology for the on-going evaluation 

Task 4.1.4 Select or design data collection instruments 

Task 4.1.5 Specify procedures for the analysis of information 

Task 4.1.6 Select or design reporting fonnatls) 

Task 4.1.7 Specify responsibilities, time lines, and procedures for 
administering the formative evaluation 

Task 4.1.8 Utilize formative evaluation data in making decisions 
concerning needed revisions in LRC. operations 
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4.1.1 Identify or develop hiian resources competent in the area of formative program evaluation 



STEP-BV-STEP PniS 



1. Are there personnel on staff who have training 
and/or experience in formative program evaluation? 

2. Are there other persons with suitable training and 
experience who can be made available to conduct 
and/or serve as consultants for development and 
implementing an ongoing evaluation of the LRC? 

.3. Can appropriate training in program evaluation 
skills be arranged for members of existing staff? 



1. Use formal and/or informal channels to detennrne 
• the evaluation skills, experience, and interests 

of existing staff members. 

2. Ose formal and/or informal channels to determine 
the availability of outside help in developing and 
implementing an ongoing evaluation. 

3. Arrange for the training of existing staff in 
program evaluation skills. 



CONSIDEMTiS 



STEP'BY-SIEP PKDyilES 



1. yiiat are the program planning and development 
decisions that must be made? 

2. What kinds of information will be needed to make 
the above decisions? 

3. Is this information objective, i.e., can it be 
easily and reliably collected? 



1. Specify program planning and development decisions 
that must be made: 

- cost effectiveness 

- client satisfaction/needs 

■ student impact/growth 

• strengths/weaknesses in operations 

- degree to which operations are being carried out 

according to LRC plan 

■ meeting requirements of decision makers, state 

plan, and legislation. 

2. Specify the kinds and sources of information needed 
to make program development decisions: 

.. .. ■ — . 

Kinds (qualitative/quantitative): 

- questionnaire and/or interview 

- historical 

- raw data 

Sources 



teachers/administrators' 

decision makers 
LRC records (see 5.3) 
LRC staff 

state and local documents 
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3. Specify measures that are objective in form, that is, : '■ 
information which can be easily and reliably collected,; 
and provide data directly related to planning and ;^ : ; 
decision making. " ' i 
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TWI 4.1.3 Select or design methodology for the on-going evaluation 



IDEMTI 



1. What kinds of methodologies are currently being 
used within the service area to conduct formative 
evaluations? 

2. What restrictions might' exist relative to conducting 
on-going evaluations: 

- administrative 

# 

■ teacher unions/associations 

- limitations of staff time 

- geographical? 



ERIC 



STEP-By-STEP 



1. Enlist help of available human resources. 
I Gather available material resources. 

3. Keep a file of potentially useful formative 
evaluation methodologies. 

4. Specify existing restrictions related to conducting 
formative evaluations. 

5. List and keep on file restrictions imposed by 
professional organizations or governing bodies 
as they relate to conducting evaluations. 

6. Invite relevant staff persons, decision makers, 

and clients to make suggestions and provide feedback 
on all phases of the evaluation which affect them: 

- defining objectives 

■ developing instruments/strategies 

- collecting/managing/interpreting data. 

7. Incorporate above suggestions into evaluation 
design and the establishment of a policy for 
'Changing LRC operations. 
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1. What data collection instruments/strategies are 
being used within the service area that will gather 
needed information for decision making? 

2. What, if any, additional instruments need to be * 
developed? 

3. What kinds of procedures are being used for coding, 
organizing, storing, and retrieving collected 
information? 

4. What kinds of material and human resources are 
being used to implement the coding, organization, 
storage, and retrieval of information: 

■ computers 

-computer programmers 
' - keypunch operators? 

5. Can data already being collected for other purposes 
be utilized? 



6. Are any data being collected unnecessarily? 

[06 



1. Gather available information on data collection 
instruments/strategies being used in the service 
area.; 

2. Identify objectives for which instrumentation/ 
strategies are still needed. 

3. Specify and develop the necessary instruments/ 
strategies. 

4. Determine concerns and priorities of decision makers , 
related to the collection and presentation of data, 
and establish their priorities. 

5. Gather available information on procedures for 
information coding, organization, storage, and 
retrieval from: 

- colleagues in the service area 

- evaluation consultant(s) 

■ the evaluation literature. 

6. Keep a file on well tested and/or highly recommended 
information coding, organization, storage, and 
retrieval procedures. 
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(Continued on page 79) 
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4.1.4 Select or design data coilection instruments (Continued) 




CONSIDERATIONS 



STEP.BV-STEP PROCEDOIIES 



(Continued from page 78) 



7. Provide for the necessary human and material 
resources, e.g.; 

- utilize present staff 
" train present staff 

- hire part-time technician 

- hire part-time consultant. 

8. Specify data already being collected for other 
purposes that might be utilized in the formative 
evaluation. (See 5.3 for maintaining LRC records.) 

9. Specify data which are being collected but which 
are not necessary to the analysis. 

10. Delete such data from the collection procedures. 





4.1.5 Specify procedures for the analysis of information 



1. What procedures are being used within the service 
area to analyze and interpret formative evaluation 
data? 

2., What kinds of material and human resources are 
being used to analyze and interpret formative 
evaluation data in other LRC service areas; 

- computer capacity 

- computer programmers 

- funding agency guidelines 

- professionally trained evaluators? 



no 



SIEP-BV-STEP 



1. Gather available information on procedures in the 
service area used for analyzing evaluative data. 

2. Provide for the material and human resources 
necessary to analyze and interpret the data. 
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CONSIDEIUTIS 



STEP -BV- STEP PROCEDURES 



■ J 

1. What reporting formats have been well received 
by what audiences? 

2. What reporting formats have been poorly received 
by what audiences? 

4 

3. What audience(s) will receive formative evaluation 
reports? 

4. Will the data, once analyzed, be in readily usable 
form for decision making? 



1. Contact local decision makers for copies of formative 

. evaluation reports that have been well received. . i 

2. Contact local decision makers for copies of formative 
evaluation reports that have been poorly received. 

3. Specify the audience(s) that will be receiving 
formative evaluation reports. 

4. Keep a file on which report formats are well received 
(and which are poorly received) by which audiences, 

5. Specify (for each audience) the most appropriate 
format in which data should be put to be most 
meaningful and useful to local decision makers, i.e.: 

- graphic 



• narrative 
- statistical 
■ some combination.' 
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4.1.7 Specify responsibilities, time lities, and. procedures for administering the formative evaluatlo.o, 



STEP-By-SIEPPMCMES 



1. Are the staff members and other affected parties 
aware of their part in the formative evaluation? 

2. Has the formative evaluation been adequately budgeted? 

.3. Have reasonable time lines been established for 
the various phases of the evaluation: 

- focusing the evaluation 

- selecting/developing instruments 

- collecting/managing data 

- analyzing/interpreting/reporting data? 

4. Have ways and means for periodically updating the 
evaluation design been specified? 



1. Specify the responsibilities of all those involved/ 
interested in the formative evaluation and make 
this information generally available. 

2. Specify direct and indirect costs of the formative 
evaluation: 



- personnel 

- materials 



- consultant. 

3. Specify reasonable time lines for; 

- focusing the evaluation 

• - selecting/developing instruments 

- collecting/organizing data 

- analyzing/interpreting/reporting data. 

4. Specify ways and means for periodically updating 
the evaluation design. 
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4.1.8 Utilize fonnati ye" evaluation data in making decisions concerning needed revisions in LRC operations! 



SIEP-By-SIEP 



1. Will evaluation findings be used in revising LRC 
operations? 



1. Identify 'those persons/agencies who will be making 
decisions regarding current and future LRC operations. 

2. Identify those who control policy changes. 

3. Obtain commitment from decision makers that evaluatior 
findings will be utilized in making needed revisions 
and/or support in IRC operations. 
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Strategij h>onde for apprijpnate -^enodio sumtive emlmtM"of tEC o]^emUm 

' Task 4.2.1 Select an extern] evaluator to conduct periodic sumt^^ 
evaluations , , 

Task 4.2.2 Negotiate an'evaluation contract specifyingluties- and 
obligations of both parties , ' 

Task 4.2,3 Arrange for appropriate formal and-^informal support for 
the external evaluation 
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CONSIDEMTIOMS 



1. What external evaluators are available? 

2. What external evaluators have experience and a good 
"track record" in this type of evaluation? 

3. What restrictions exist relative to selecting and 
employing an external evaluator: 

- distance 



- cost 



■V 



availability for adequate periods of time 
state/local regulations? 
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SIEP-By-STEP 



1. Establish a list of trained external evaluators by 
contacting: 

- state/local offices 

■ training institutions 

2. Identify those evaluators who are most suitable/ 
competent. 

3. Identify restrictions limiting the choice of 
evaluators. 



4. Establish policy concerning selection of-. evaluator, 
fees for honorarium, travel, per diem, and procedures 
for cost reimbursement. (See 8.1.2 for policies 
regarding expenditures.) 
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1^511, ,.. 4.2,2 N^^^ and obligations of both parties 




COnTIONS STEP-Bf-StEPPWDlS 





1. What general areas should be covered in a 
suiative evaluation contract? 



1. 



Specify; 



- the audience(s) for whom the Tepbrtlsld'be'prepareiyf 



2. What general topics should be included 'n the 
suimiatlve evaluation report? 



■ the evaluator's dissemination rights and 
responsibilities' 



■ the general format for the final evaluation report 



- the resources that will support the evaluation, 
i.e., budget and local personnel 

- the procedures and instruments to be used 

- the delivery schedule to be followed , 

Specify that at least the following topics be coverei 
in the summative evaluation report: 

• introduction (to include a statement of the value 
perspectives and professional viewpoint of the 
evaluator(s)) 

- description of the study's objectives, design, and 
procedures 

- brief summary of related research and evaluation 



- the questions to be discussed in the study 
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findings 



(Continued on page 89) 
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I TISIl 4,2.2 Negotiate an evaluation contract specifying duties and obligations of both parties 




conn 



STEP-By-STEPPKDB 



(Continued from page 88) 



- sunary of findings 

. - critique of the study as to its technical adequacy 
and social/educational utility (practical 
significance) 

-.conclusions and reconendations with supporting 
data explicitly identified. 

3. If a contract and report format can be negotiated 
to the satisfaction of both parties, employ the 
external evaluator. 
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4.2.3 Arrange for appropriate formal and informal support for the external evaluation 



1. What kinds of additional (i.e., non-contractual) 
support would be likely to facilitate the 
external evaluation? 
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STEP-BY-SIEP PUIS 



1 . Inform all . staff of the purpose of the evaluation: 
- circulate a copy of the evaluation contract. 

2. Try to avoid introducing the external evaluator as 
• "the secret police" or "some such similar term. 

3. Make arrangements so that a wide range of staff 
persons and clients can have informal as well as 
formal access to the external evaluator. 

4. Make special efforts to insure that the external 
evaluator has adequate access to and cooperation 
from the formative evaluator. 

5. Be as candid as possible in all professional 
interactions with the evaluator. , 

6. Circulate copy of final evaluation report to all 
- staff. 
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FUNCTION 5.0 ORGANIZING Ai HANAGING LRC OPERATIONS . 

Stvategij 5.1 design an organmtiml stmct^e that mil - 
fadlitaie MC opTatim . 

Strntegy 5.2 Develop a ipoUcij and ^^wcekae mml for all 
LRC opevatim 

Stmtegij S.J kveloiasystm for mktaidng'Ii^ veoords 

Stmtegij SA DeyeZop and mintain Tpmedms for internal eornmi- 
catims mceming infomation relevant relevant to LRC 
activities 

Strategij 5.5 Collaborate dth prsomel from othr agenoies on 
mtmllij benefiml pojects 

■"INTRODUCTION'"^ " ' ' :" ' ^ : r-'^-, 

This section is intended to assist, LRC in developing organizational procedures; necessary 
to a well functioning operation. It provides considerations and procedures for developing 
' organizational structures and policies and procedures and for maintaining record keeping . 
and internal conuni cation systems. — — • 

The' following terms are used in this section: 

fiscal agent : the organization (i.e., school district^ college or ,unitv.ersity,)t^^^ c 
department) responsible for-monitoring and accounting for the expenditure 
of funds. While the.LRC may write for and. receive f^ 
is ultimately responsible for how: the funds are iised. ' -;:^^^^^^^^:v 

management information system : the collection, analysis;, and presentation of da 

designed to aid in the decision;mal(ing process.^ 



'^strategy 5. i ^Design an organizational structure that will facilitate LRC 
' operations 

Task 5.1.1 Determine staff functions that will be required to 
conduct LRC activities 

Task 5.1.2 Develop an organizational chart depicting line-staff 
relationships 

Task 5.1.3 Develop job descriptions for staff positions 
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STEP-BV-STEP PROCEDURES 



1. What will the LRC's organizational structure be: 

- program categories 

- function or process categories 

- departments or sections? 

2. What authority and responsibility is needed to 
accomplish LRC goals and objectives: 

■ autocratic - all decision-making authority rests 

' with one individual 

■ democratic final decision-making authority rests 

with one- individual, but input is \ 
solicited from each staff member 
, - participative -- decisions are made by a group 
(e.g., program directors) 

■ distributive - each program corvonent makes 

decisions relati-^g to that area. 

3. Has there been a staff operating the LRC's activities? 
If so, consider what has occurred previously before 
considering any changes. 

4. Which competencies does each staff member possess, or 
which competencies should be sought when hiring 

new staff? 

5. Are there specific state certification requirements 
that must be met by the staff? 

6. What; are the budget constraints imposed by SEA, 
• cooperating LEAs, and relevant fiscal agents? 



ERLC 



1. Review needs assessment data (2.0), forecasting (2.1.5), 
budget considerations, and the LRC's service plans (3.0) 
to determine the organizational structure which will 
accomplish the LRC's goals most efficiently. 

2. Consult with fiscal agent to determine whether the 
LRC's structure is in accordance with that employed 
by the fiscal agent. 

3. Define lines of authority and responsibility within 
the LRC. (See 5.1.2 for line staff relationships.) 

4. Match staff competency with determinerfunctions. 
When necessary, arrange to train staff members in 
additional competencies. ■ 




w 5.1,2 Develop an organizational chart depicting line-staff relationships 



1. To what external administrative agencies is the 
LRC responsible? District, state, federal? 

2,. What type of internal organizational model does 
the LRC employ? How can it be depicted in an 
organizational chart? 

3. To what external programs is the LRC responsible? 
What is the organization relationship between the 
LRC and its client(s)? 

4, Should the organizational chart include: 

- federal agencies 

- state agencies 

- local agencies 

- public/private agencies 

- advisory council or governing board 

- line-staff relationships? 
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SIEP-BY-STEPPnUIIES 



1. Review examples of organi^zational charts from other 
agencies. 

2. Determine to which external agencies (if any) the 
LRC is responsible and graphically depict the lines 
of authority and responsibility. 

3. Using the LRC's internal organizational structure 

and established lines of authority and responsibility, 
show the vertical and horizontal relationships in 
a chart. 

4. Develop a graphic representation of the organizational 
relationship between the LRC and its clients. 
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"f'^" 5.1.3 Develop job descriptions for staff positions 




1. What are LRC program and management objectives? 
''■ (See 2.1.0) 

2. What are staff functions? (See 5.1.1) Do staff 
functions need clarification? 

3. What qualifications are required of staff? 

4. What are fiscal 1 imitations? 

5. How detailed should job descriptions be? Should 
they be based on specific project objectives and 

, activities, or should they be based on a person's 
specific competencies and skills? 

6. Determine the format for job descriptions. 
7: "Detennine the content of job descriptions. 




STEP -By- STEP PKDOIIES 



1. Examine Considerations. 

2. Obtain and utilize examples of job descriptions 
from other agencies. 

3. Determine the format for job descriptions. 

4. Determine the content of job descriptions. 

5. Write job descriptions, utilizing input from 
staff members. 

6. Obtain approval from appropriate agencies, advisory 
boards, or other governing group. 

J ■ . , 

7. Orient staff to all job descriptions, e.g., 'post 

them in writing,- provide an in-service, role-play, 
or brainstorm problem si iiuations to real ize job 
responsibilities. 
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Stmteg]j S.2 Develop a plicij and iprocedm mml for all EC o^eratim 

Task 5.2.1 Identify policies, regulations, legal requirements and 
procedures of fiscal agent and other appropriate agencies 
that are relevant to the operation of the LRC 

Task 5.2.2 Design a system for generating, documenting, maintaining 
and revising a policies and procedures manual to guide 
LRC operations 



t 



TICK 

5.2.1 Identify policies, regulations, legal requirements, and procedures of fiscal agent and other 
appropriate agencies that are relevant to the operation of the LRC 



1. What agencies are relevant to the operation of the 
LRC (fiscal, federal, SEA, lED, LEA, clients, 
ALRC)? 

2. Do the policies, procedures and regulations 
conflict with LRC operations? 



STEP-ey-STEP 



1. Identify agencies that are relevant to the operation 
of the LRC 

2. Identify policies, procedures, and regulations that 
restrict/influence LRC operation. 

3. Review and analyze the policies, regulations, legal 
requirements and procedures that are relevant to the 
operation 'of the LRC. 

4. Resolve conflicts with relevant agencies. 
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5.2.2 Design a system for generating, docueting, maintaining, and revising a policies aiid procedrnff^^ 
manual to guide LRC operations . 



STEP-BY-SnPPROCEDyilES 
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1. Who will use the manual: 
-LRC 

- special education teachers 
• private agencies? 

2. Who will assist in the development of a manual for 
all LRC operations: 

- advisory/governing board 

- LRC staff 

- consultants (federal, state, and related agencies) 

- others, e.g., parents, teachers, students, other 
federal project personnel? 

3. What will be included in an operations manual: 

- statement of purpose 
■organizationaT chart 

- statements of cooperation from participating 
agencies 

- description of services 

- description of personnel 

■ description of fiscal management and accounting 
procedures 

- description of materials dissemination and 
retrieval policies 

- description and determination of kind and types 
(if any) of materials produced at LRC 

- legal requirements of funding agent 
• - policies of fiscal agent? 

4. Design a manual that can be easily revised or 
- updated 



(Continued on page 104) 
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1. Review the LRC program plan to determine who the 
users of the operations manual will be. 

2. Specify a time line for the development, production, 
and dissemination of the manual . ■ 

3. Provide for a planning session which would include 
potential users, i.e., teachers, parents, admini- 
strators, and other interest parties, to develop an 
operations manual . 

i At a planning session, determine the content of the 
manual. 

5. Develop a draft of the manual. 

6. Arrange for a review by the advisory board for 
■ adoption and/or revision. 

7. Produce the manual. 
8. 



9. 



Allow for the periodic collection and analysis of 
relevant agency and user input data. 

Determine which sections of the manual will need 
revision. 



10. Assign responsibility for revision of manual. 

11. Revise the manual. 
12. 
13. 
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Obtain approval'of the revisiptis by the advisory board. 
Desseminate the revision. 
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f:g. I ttSK 5^2.2 Design a system for generating, documenting, maintaing, and revising a policies and procedures • ' ; | 
I ', manual to guide [Re operations (Continued) • T 



COKSIDEnS. STEP-BY-STEP PKDURES 



(Continued from page 103) 

5. Final production and dissemination of manual should 
be subject to approval by advisory/governing board. 

6. Who is responsible for actual revision of the 
operations manual : 

-SEA 

- advisory/governing board 

- LRC administrator/staff? 

7. How often should the operations manual be revised: 

- quarterly 
-semi-annually 

- annually? . 

8. Who or what determines whether the operations manual 
needs revision: 

- SEA requirements 

- LEA policies 

- school personnel recommendations 

' - other public/private agency recommendations 

- parent inquiries and recommendations 

- LRC personnel? 

9. Should provisions be made for regularly 
scheduled inputs from users of the manual? 




Strategij 5.3 develop a system for mmtamg LEC record . 

' ' ■■■■ ■ ' ■. ' ■ . i 

Task 5.3.1 Identify information for which records; must be kept 

^; Ja$k 5..3.2 ielect or develop a, management information system to 
' facilitate collection^ storage, analysis, and retrieval 
of data related to LRC Mnagement 

Task 5.3.3 Develop an LRC filing system 



TUSK 



5.3.1 Identify information for which records must be kept 
(See 4.0, LRC Evaluations) 



I What records must be kept for the fiscal agent, LRC 
staff, and other agencies that are relevant to the 
, operation of the LRC: 

■ bookkeeping and accounting systems (See 8.1.4) 

- acquisition and circulation of instructional 
materials (See 12.0) 

- monitoring and evaluating staff performance 
(See 6.4.0) 

- evaluating the effectiveness of special education 
materials (either developed at the LRC or acquired 
by the LRC) (See 11.2.0) 

• evaluating the effectiveness of LRC services 
(See 4.0) 

- monitoring and evaluating the effectiveness of 
information dissemination and public relations 
efforts 

• evaluation of inservice programs (See 13.1.5) 

- monitoring usage of LRC services 

• evaluation and revision of LRC operations 
manual (See 5.2.2) 

- anecdotal records? 

2. From whom is the data obtained? 

3. Is it legal to collect the information and to 
report it? 

4. Mho needs and will receive the information: 

- LRC staff 

- fiscal agent 

- state agencies 

- schools, parents 
other agencies? 



E£J£ inued on page 108) 



SF-Br-SIEPPSOCEDOJES 



1. Determine information for which records must be kept. 

2. Determine to whom reports will be disseminated. 

3. Determine what information may be legally collected 
and reported. - 

4. Establish record keeping systems compatible with 
other systems in your state and network. 

5. Determine formats in which reports will be made. 
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5.3.1 Identify information for when records must be kept 



(Continued) 



STEP-ey-siEP 



(Continued from page 107) 



5. How often will they receive it: 

- weekly 
-monthly 

- quarterly 

- semi-annually 

- annually? 

6. How will the information ))e used? 

7. In what format is data needed in order to be entered 
and retrieved? 

8. How will the information be recorded and trans- 
mitted? 

9. Are there costs and/or time factors to consider 
when detemiing what records are to be kept? 
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5.3.2 Select or develop a management information system to facilitate collection, storage, 
analysis, and retrieval of data related to IKC management 



SIEP-By-SIEP 



1. M information are you required to collect? 
(See 5.3.1 and 7.0) 

2. What management systems have been developed and 
are in use in other LRCs? At the SEA level? , 

3. Are there consultants available to assist in the 
selection of a management information system: 

- federal agencies 
-SEA 

- other LRCs? 

4. What system best fits the specific needs of the LRC? 

5. Does the amount of clerical help or storage space 
constrain the type of system chosen? 



1. Determine the availability of existing systems or 
consultants to help develop a system tailored to 
the LRC's needs. 

2. Obtain samples, guide books, and/or consultant time 
to facilitate development of system according to 

- budget limitations. 

3. Choose or develop data systems to Eet identified 
needs. (See 5.3.1) 

4. Submit system for revision to supervisor, SEA, or 
LRC Network. 

5. Revise system based on input. 

6. Write guidelines for use of system, including how 
• to complete report, when to collect data, who is 

to collect data, and when reports are to be filed. 
(See 4.0, evaluation.) 
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| : jWSK 5.3,3 Develop an LRC filing system 




1. What information will be stored in the filing 
system? (See5.3.,l) 

2. Which staff \mhm will be trained to use and 
manage the system? 

3. Do other LRCs, schools or the SEA have a filing 

■ system which could be adapted for use in the LRC? 
LRC filing systems should be compatible with 
external agencies to whom the LRC has some responsi- 
bility. 

4. Use an established system, if possible. 



STEP-By-STEPPIMIIES 

1. Review standard filing systems. 

2. Adopt a filing system which suits the needs of 
the LRC. 

3. Train all appropriate LRC staff in the use of 
the system. 

4. Review the system periodically. 
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strategy 5.i develop md mintain pmedures fov internal ccmmioatim 
oonoeming infomtion velemt to LRC astvoities 

Task 5.4.1 Specify channels or lines of communication which include 
all LRC personnel 

Task 5.4.2 Design a system for routing relevant information among 
appropriate staff 

Task 5.4.3 Select or develop forms and record systems which 
facilitate internal communication 

Task 5.4.4 Develop procedures for communicating information of a 
confidential nature 
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5.4.1 Specify channels or lines of coimuni cation which include all LRC personnel 
(See 15.0, pt'oviding information services) 



SIEP-By-STEP 



1. Have formal channels an'' lines of conunication 
tentatively been established by the organization 
chart? (See 5.1.2) 

2. What type of information is pertinent to LRC 
operation and should be conunicated? 

3. Will evaluation of the channels or lines of 
communication take place- If so, who will 
conduct the evaluation and how often? 

4. Establish lines of communication both vertically 
and horizontally. Coimiunication should be 
channeled as easily froifl the bottom as frc."] the 
top, and should also fW laterally. 



1. Review organization chart, LRC plans, and job 
descriptions to identify information needs. 

2. Identify sources of information. 

3. Determine who needs what kind of information. 

4. Review current communication options and select 
those appropriate to the, LRC (written, informal, 
rumor). 

5. Periodically evaluate the effectiveness of the 
internal flow of essential information between 
and among staff. 
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1. Who is responsible for routing relevant information 
to appropriate staff: 

- director 

- program coordinator 

- information specialist? 

2. Is the system of routing information effective 
and efficient in terms of time, space, energy, 
and production equipment? 

3. How will the system acconodate the routing of 
information of a confidential nature? 



lo3 



1. Determine who is responsible for routing information. 

2. Develop guidelines for determining what is relevant 
information. 

3. Develop procedures and mechanisms for the routing 
of information, ^ee 5.4.4 for confidential 
information.) 

4. Develop criteria for the evaluation of the effective- 
ness of the routing system. 

5. Periodically review evaluation data and make necessary 
modifications in the routing system. 
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5.4,3 Select or develop forms and record systems which facilitate internal cownication 




SIEP-By-SIEPPBOCEOyilES 



1. Are suitable forms and record systems available 
and currently in use at the SEA? At other LRCs? 
Elsewhere? 

2. Can you adapt an existing system for use in the LRC, 
taking into account fiscal limitations, present 
filing systems, clerical assistance, and staff 

— preferences-?- - - - - — 

3. Are consultants available to assist in the 
development or adaptation of a conunication 
system? 

4. Does your system allow for ongoing evaluation, 
revision, and staff input? 

5. When considering \<itemal systems of 
communication, remember that "face- to- face" 
coimunication should be preserved. 



1. Identify existing communication systems in use 
in your network or state. 

2. '^lect, adapt, or develop a system of internal 
communication suitable for use in your LRC. 

3. Jrain staff in the use of thejommuni cation 
"systemr" 

4. Implement the conunication system. 

5. Evaluate the system periodically. 
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5.4.4 Develop procedures for cominum'cating Information of a confident'^?! nature 



1. A»'e specific types of information located in your 
LKC consiiiered confidential: 

- personnel information 

- diagnostic test scores 

- videotapes 

- taped interviews 

- persona] data (parent, child) ? 

2. wiiat^legal procedures must be completed before 
confidential information can be communicated: 

- pennission forms ' 

- release of information forms 

- assurance of confidentiality iml 

3. How can information of a confidential nature be 
appropriately coDunicated? ' 

4. Is there a storage system which will securely 
retain confidential information? 

5. Are nrocedires for expunction of files in, 
acrofviance with regulations? 
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SIEP-By'SlEP 



1. Determine which information will be considered 
confidential. 

2. Examine l-agal considerations relative to confidential 
information. 

3. Determine procalires and the necessary forms for 
communicating ^formation of a confidential nature. 



4. Periodically evaluate these procedures. 

5. Prepare a storage system for confidential information 
taking the proper security measures. 



ERIC 
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Strategu 5. 5 Collabomte mth personnel fm other agencies on mtml^ 
hemfieial projects 

Task 5.5.1 Engage in planning for cooperative services with 
external agencies 

Task 5.5.2 Develop procedures for subcontracting or developing 

servicragreelieT 

for either providing or receiving needed services 

Task 5.5.3 Establish policies for employinent of external consultants 
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COIISIDEIUTIONS 



SIEP-By-STEPPDOCEDIS 



1. Does the LRC function through an appropriate 
collaboration of people who are representative 
of the coninunity; 

- other public educational agencies 

- other private educational agencies 

- private business and industry 

■ -civiG-and-service-organfzations?"" - 

(See 9.1.1 for identification of appraisal and 
programing services and 2.1.4 for other agencies.) 

2. What kinds of dissemination of information or 
publicity are being used? Are they isolated? Are 
there resources, time, space, and energy available 
for more widespread public relations work? (See 
14.4 for public relations.) 

3. Has the LRC actively searched for externa] agencies 
that could benefit it: 

- obvious cooperative agencies 

- non-publicized agencies? 

4. Has the LRC been outwardly cooperitive and made 
known the need for auxilliary services? 

5. ^y would external agencies want to participate? 
' Have areas of conon interest been identified? 

6. m existing advisory group to plan for cooperative 
smices. [See 3.2.2 for Advisory Board.) 



1. Develop a list of possible agencies which might be ' 
able to assist the LRC, or vice versa. 

Examine and review guidelines, rules, and regulations 
of other agencies. Develop guidelines to delineate 
where service gaps exist and correct them. 

■DissiiiF"{nfoSTonlS services" " 

to other agencies and follow up with personal contacts. 

Set up meeting dates for planning sessions as needed. 
Develop guidelines to delineate where service gaps 
exist and correct them. 

5. Examine the guidelines of other agencies and 
establish a flow chart of how services mesh to 
provide full services in the comity. 

6. Establish an attitude of cooperation by regularly 
scheduled persona] contacts with external agencies, 
if there is no interagency advisory conittee. 

7. Provide service to external agencies. Create a 
sense of interdependency. 
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5.5.2 Develop procedures for subcontracting or developing service agreements with other agencies or 
individuals for either providing or receiving needed services (See 3.0 for developing LRC. plans) 



1. Are there needed services the LRC'cannot provide 
or can provide other agencies: 

- curriculum development 

- career education information 

- hardware demonstration 

- in-service training? 

4.--Where can you go-to-get-tfie -needed-services:- 

- university and colleges 

- community 

- private agencies 

- regional agencies 

- national agencies 

- SEA? 

3. What are the fiscal limitations regarding subcon- 
ti^acting for needed services? 

4. Are there limitations imposed by district or 
state policy? 

5. What services might be provided "in kind", i.e., 
without pay? What services might be performed in 
exchange for return services? 
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1. Identify needed services which the LRC cannot provide 
or can provide for other agencies. 

2. Identify external agencies that could best provide 
needed services. 

3. Examine fiscal resources. 

Determine4he-economic4easibiliVof--subcontraet^^ 
for service. 

5. Determine availabilty of staff to perform services 
for other agencies. 

6. Establish a contractual agreement between the LRC and 
agencies which will provide services at cost or that 
will cover cost necessary to LRC to implement. 

7. Maintain data on the results or effects of subcontracts 

- Did they provide the service? 

- Was the service adequate? 

- Could you use the contractor again? 

8. Evaluation forms should be used to evaluate the 
services provided by the external contracted, party. 
These evaluations should be based on specific 
objectives of performance decided upon in the initial 
contract. 

9. Locate consultants who will provide "in kind" services." 

10. Develop a "Memorandum of Agreement" for services x r 
which will be provided at no cost. * 



120 



5.5.3 EstablisMolicies for employment of external consultants 



1. Are there services cannot be met by the 
central staff:. 

■ evaluation of materials 

- program evaluation 

- individualized instruction packet development 
inservice education .Ms 



- equipment, materials* and hardware deninstration? 

2. Where are the existing ^iiwan resources that the LRC 
may employ as external consultants: 

- colleges and universities 

- SEA 

- instructional staff of schools 

- coominity organizations (public, private) ? 

3. What are the financial ^irrarigements for employing 
external consultants: 

- per diem, honorariuin* and stipends 

■ free-gratis, donations, ancillary service by 
other agencies 

■ commercial and business sales personnel willing 
to participate? 

4. How much is budgeted fo'* external consultants and 
do specifications exist for the kinds of services 
which can be contracted' out? 

5. What are the fiscal i0 m funding source 
policies on use of corisnitants? 



STEP-BY-STEP PKDUIIES 



1. Determine those LRC activities and services 
that the LRC cannot provide. 

2. Prioritize unmet activities and services. 

3. Examine agencies that can provide unmet services. 



4. Send proposals to different agencies regarding 
services nseded by the LRC, and request bids. 

5. Review and examine bids on contracts for services. 

6. Establish and develop a contractual arrangement with 
external consultants specifying time line, product, 
and cost, and following procedures established by th 
LRC and its fiscal agent. 

7. Evaluate the effectiveness and cost efficiency of th 
service. 



FUNCTION 6.0 SELECTING AND HANAGING PERSONNEL - 

' Stmtegij S,l SeUot appTopmte staff foT peTfoming LRC astiviUes 

Stvategij 6.2 h>ovUe,.oppoHmit^ fov staff to inipvove thiv ooiapetmies 

Stvategij 5.3 develo'p ■pmedms fov staff input into pvogrm plmning 
and implmentation 

I Stmtegii 6.4 psign procediffes formitomg ad &)filmthg staff. 

peTfomanae in cmducting assigned mponsibilUies 

INTRODUCTION 

The •maintenance of a productive and satisfied staff requires a good deal of sensitivity 
and can be one of the most important tasks in any organization. This section attempts 
to detail for the reader appropriate procedures for interviewing and hiring staff members, 
methods for monitoring the performance of the staff and providing inservice training in 
areas of weakness, and, finally, procedures for conducting individual evaluations. The 
concept of participative government in all areas of LRC operations is stressed in this 
section. When implemented effectively, this kind of group participation in planning and 
decision making can positively influence the functioning of the entire LRC. 
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Si^ategij 5. 1 Select m^mte staff for prfoHn^ 0 doUHties 

^^^^ fi.l.l Obtain or develop P'Jiicies ainl Procedures for staff 
Selection 

^^■^^ 6'1'2 Obtain or design personnel application forms 

T^sk 6.1.3 Develop an internal and external staff recruitment 
system tfiai follows afftmiative action guidelines 

T^sk 6.1.4 Develop ncreening procedure 

"^^^•^ 6.1.5 Condi:<:£ interviews with job applicants 

Task 6.1.6 Obtain or develop contract and appointment procedures 
and fornix 

^^sk 6.1.7 Provide orientation for new staff regarding job 

responsibilities; LRC objectives* activitias, policies 
and procedures-; role of existi"9 staff; staff 




6.1.1 Obtain or develop poli^^'" procedures for staff selection 



STEP-By-STEP 



1. What are affirmative action guiclel^'"^^ of f^j^g] 
agency and/or funding sourcfi? 

2. What procedures do related agencies use whi^h 
co,uld be adopted for the IRC? 

3. What are the requiremenis for posit b^sgj 
upon? Competency, education, other- 

4. Gather information about staff fu"C^^'°"^' line-staff 
relationships, and job descriptions- to 
L'.l.l, 5.1.2, and 5.1.3) 

5. Do selection procedures, address aivertiseflient, 
recruitment, and selection criteria- 



1. Obtain and review affirmative action guidelines of 
fiscal agency. 

2. Obtain and review staff selection procedures 
utilized by other agencies. 

3. Develop personnel selection policies and procedures. 

4. Check to assure compatibility between select' -in 
policies and procedures developed and organizational 
structure and staff functions. 



1. Dees the fiscal agent require use of a standard 
application fom? 

2. Does the application form meet affimiativs action 
requirements? 

3. Does the application form elicit informatioii 
specific to the LRC? 
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1. Identify informatioii if elicited on general 
application. ; 

i 

I Obtain or develop forms which provide 
the information needed to make the selection 
decision. : 
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6.1.3 Develop an internal and external staff recnjitment system that follows affirmative 
action guidelines . 



1. What are the affirmative action guidelines of 
the fiscal agent? (See 6.1.1) 

2. What are the procedural differences betweeen ■ 
internal and external recruitment? Are there 
benefits to recruiting from within the organization 
or from outside of the organization? 

3. Do staff have competencies necessary to develop a 
recruitment system? 

4. Are there resources available to aid in the 
development of the recruitment system? 

5. Should internal staff meet the same standards as 
an external person in order to fill a position? 



ERIC 



STEP-By-STEP 



1. Obtain a copy of the affirmative action guidelines 

■ of the fiscal agent, and develop a set of guidelines 
for LRC use. . 

2. Collect information on recruitment systems utilized' 
by other agencies with similar personnel needs * 
(fiscal agent, SEA, LRCs, LEAs). 

3. Determine which recruitment system (external, internal 
or combination) would yield the most qualified 
candidate for the position. 

4. Develop and send position notices to potential 
sources of candidates. 
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M. How many applicants do you want to interview? 

: 2. What criteria will be used for selecting applicants 
i for, an interview (i.e., education, work experience, 

identification with profession, activities both 
I ■ professional and volunteer) ? 

■ ' 3. Who will be involved in the screening? 

j 4. What time line will need to be met? 

i 

; 5. How and when will applicants be notified about 
? their interviews? 

r 
i 

i 6. How and when will applicants be notified they have 
{ not been selected for interview? 

I 
i 
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1. Review information about staff functions, line staff 
relationships, and job descriptions. (See 5.11, 
5.1.2, and 5.1.3) 

2. Establish criteria and guidelines for selecting the 
interviewees. 

3. Establish a process for conducting the screening. 

4. ■ Set the date and location for the selection meeting. 

5. Notify those involved about the screening process. 

6. Conduct screening and notify applicants of results. 



CONSIDERIITIOIS 



STEP-By-SIEPKEDK 



1. Do the affirmative action guidelines and parent 
agency policies constrain the interviewing pro- 

...cedures? 

2. What interview techniques will maximize objectivity: 

- structured vs. unstructured 

- group vs. individual 

- forma) vs. infonnal? 

3. Will the interviewing process allow for previewing 
applications, collection of appropriate data and 
setting up interview procedures? 

4. Are there sufficient resources for conducting the 
interviews: 

- applicant per diem and travel 'expenses 

- interviewer per diem and travel expenses 
• staff time 

- correspondence and telephone follow-up costs? 



1. Examine policy manuals and affirmative action guidelines 
to identify limitations relating to the interview 
process. 

2. Establish procedures for: 

a) interview process and agenda 

b) interview content questions 

c) duplication and circulation of applications and 
other pertinent information for interviewers 
before interviewing session. 

3. Contact interviewees with information on alternate 
interview dates, allowing normal time for response 
to correspondence. 

4. Schedule interview? with candidates for specific dates. 

5. Review interview procedures and discuss probable 
questions with selection committee prior to con- 
ducting interviews. 

6. Conduct interviews and check references. 

7. Selection committee will review all candidate infor- 
mation (applications, vita, interview results, 
references), make selection, and notify all 
applicants. 



WSK 6.1.6 Obtain or develop contract and appointment procedures and forms 



STEP-B!-STEP PMCEOyilES 



1. Is the LRC or fiscal agent the employing agency? ' 

2. What terms should be addressed in the contract: 

• fringe benefits 

- salary 

- period of employment 

- vacations 

- work responsibilities 

- probation period? 

3. What are the essential components of a clear and 
binding contract? 

4. What are the employee/employer rights, duties, and 
obligations under the contract? 



1. Obtain and review contracts from eiiif,!oying agencies 
to identify essential elements and conditions. 

2. Develop terms and conditions of appointment and 
incorporate them into the contract, 

3. issue i process and execute the contract. 
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M 6.1.7 Provide orientation for new staff regarding job responsibilities ; LRC objectives, activities, 
policies and procedyf^^ ; role of ^^^sting staff I and staff benefits 



STEP-BV-STEPPKDOIIES 



1. What is the job description for t;*^^ position? \ 
(See 5.1.3) 

2. What is the workscope of your Ofd^ilzation? 
(See 1.2) 

3. Do you have to abide by any other* Policies of 
agencies you work with; for e}{aipl^ ^ fundi n9 or 
fiscal agent? (See 5.2) 

4. What informal/unwritten rules, i^jfi^ and pol^'^^^s 
exist (work hours, dress code, by-fi^ks, lunch ^^^^i] ? 

5. What is the fomial and informal g^ri^cture of 
organization (see 5.1.2), communication 
channels? 

6. Mho will conduct new staff ori auction? 

7. What benefits are available ^ \\^^%, use of 
facilities? 



ERJC 



1. Collect relevant orientation information such as 
policies and procedures manual and LRC plans. 

2. Identify and review fomal and informal policies. 

3. Assign responsibility for orienting new staff. 

4. Conduct orientation and obtain feedback. 

5. Periodically review and modify orientation 
procedures. 
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Strategu 6.2 ?ipmdB opportmity for staff to in^me thiv competenpies 



Task 6.2.1 Provide preliminary onentatiefi and training for all 
staff to insure successful completion of all assigned 
activities 

Task 6.2.2 Develop and implement continuing inservice training 
, programs to increase the staff's professional knowledge 
in more productively meeting the objectives of the LRC 

Task 6.2.3 Identify and make available to staff members information 
about educational programs and publications that would 
help to increase their professional skills and knowledge 

Task 6.2.4 Develop policies and procedures pertaining to external 
professional development activities such as professional 
conferences, inservice training and formal course work 
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IISK 6.2.1 Provide preliminary orientation and training for all staff to insure successful 
completion of all assigned activities 



1. What specific skills are needed for the position? 
(See 5.1.3 for job descriptions.) 

2. What skills does the individual possess and/or need 
to acquire? 

3. How will the individual acquire the needed' skills - 



inservice, on the job training? 



1. Review job description, organization roles, and 
workscope to identify specific skills required. 

2. ' Determine discrepancy between required and available 

skills (assess staff training needs). 

3. Design training program to meet identified needs. 

4. Assign staff responsibilities for conducting the 
training. 

5. Evaluate the orientation process in terms of each 
components (needs assessment, training, implemen- 
tation). 



6.2.2 Develop and; iinpleiiient continuing inservlce training programs to increase the staff s 
professional knowledge in more productively meeting the objectives of the LRC 



SIEP-BK-STEP 



1. What are the needed areas of training? 

2. What resources are available to provide this 
training: 

-staff 

- colleges" 

- ALRC/RRC 
-LEA? 

3. What costs can the organization incur: 

- staff 

- time 

- money? 

4. How will the effectiveness of the inservlce training 
be assessed? 

5. What training program options are available: 
-classes 

- on the job training ■ , 

- independent study? 
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1. Examine LRC objectives identify' needed 
competencies. 

2. Review staff competencies iti relation to required 
skills to, determine training needs. 

3. Identify and select Inservlce training programs 
that will aid the staff in achieving LRC objectives. 

4. Evaluate and revise the inservlce training program 
in relation to its contribution to accomplishing 
LRC objectives. 
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TIISK 6.2.3 Identify and-^ke available to staff members information aboyt edycatlonal programs 
and publications that would help to increase their professional skills and knowledge 



SIEP- BY -STEP PROCEDURES 



1. What activities, other than inservice, are approved 
for improving the skills of staff (i.e., reading, 
conversation exchange, film viewing, materials pre- 
viewing, attending evening classes at local colleges 
and universities) ? 

2. How do staff members know when professional develop- 
ment is appropriate? 

3. Who on the staff coordinates the dissemination of 
information and performs the current awareness 
function? (See 5.4 for internal communications.) 



1. In preparing the annual plan for services, include 
time for a ski 11 -improvement program. 

2. The staff should set goals and design a plan for 
specific skill development activities during the 
year. 

3. Set monthly staff sessions for sharing information 
related to what's new in the field. 
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6.2.4 Develop policies and procedyres pertaining to external professional development activities 
such as professional conferences, inservice training and formal course work i, 



COniW STEP-BY'STEPMEDUAES 



1. What factors should be considered in developing 
policies and procedures pertaining to professional 
development; 

- costs 

- conference topics 

- courses of study 
" release time 

- eligibility 
-reimbursement? 

2. What professional conferences are appropriate for 
which staff members? 



1. Discuss and allocate staff responsibilities for 
attendance at conferences, conventions, or special 
training sessions, avoiding duplication of 
activities. 

2. Design a process by which conference feedback is 
disseminated in a palatable form to the staff. 

3. Establish policies related to the LRC's financial 
support of professional development activities. 



3. What are the policies related to LRC financial 
contributions to individual staff development 
programs and reciprocal time owed the LRC following 
training programs? (See 5.2.1) 
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Stvategu 6. 3 develop pmekces for staff in'put into progm ylming and 
implementation 

Task 6.3.1 Solicit reconendations from staff regarding existing 
activities and suggestions for new or different 
approaches to LRC operations ■ 

Task 6.3.2 Include appropriate staff in the decision making process 
about actions having potential effect on their 
responsibilities 

Task 6.3.3 Conduct regularly scheduled staff '^meetings 
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6.3.1 Solicit recoifmendatiij/'S from staf^.'^egarding existing activities and suggestions for new or 
different approaches LRC operations 



CONSIDERDTIOIIS 



1. What management style is being w^e^ in the 
organization? (See 5.],.2) 

2. What decision making process wil] ^^d in soli^^^ing 
recommendations from staff? 

3. What forma! and informal procedures for receiving 
suggestions and recopendations a''^ available- 

4. Which staff should participate \J^ developing 
reconendations? 



m-VIW PROCEDORES 



1. Establish an LRC operation mode which elicits, 
honors, and gives due consideration to input from 
all participating staff persons. 

2. Reserve staff meeting time for brainstorming and 
staff decision making relating to procedures. 

3. Establish both formal and informal procedures for 
receiving and processing suggestions and recommen- 
dations for LRC operations. 
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WSH 6.3.2 Include appropriate staff in the decision making process about actipns 
having potential effect on their respolfsibijities 



cousins 



1. Are the staff included in making decisions which 
affect their responsibilities? 

2. Do individual group members have the skills to be 
good group process decision-makers and participants? 

3. £r-Does each group member understand and approve of 

the process of change as a growth mechanism? 

4. What is the process for change? 
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STEP -By -STEP 



1. Orient the staff to the selected process of 
leadership. (See 5.1) 

2. Conduct staff meetings in a style which encourages 
and requires participation by all staff members. 

3. Disseminate informatiaa equally and openly to all 
group members who are involved in the decision 
making process. • 

4. Continually assess the abilities of the group 
and its individuals to participated in group 
decision making procedures and when necessary 

' upgrade their skills through training. \ . ' 
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TISIl 6.3.3 Conduct regularly scheduled staff meetings 




COKSIDEIUTK 



STEP-BV-STEP PROCEDUIIES 



,,1. What is the purpose of staff meetings? 

2. How frequently are staff meetings needed? 

3. What should the content and structure of the staff 



1. 



Establish a schedule and structure for staff 
meetings and stick to it. 



Establish who will initiate agenda. 



meetings be? 
4. How much participation is expected? 



Circulate agendas at least one week prior to 
staff meeting. 



Allow for last minute input. 



5. Who monitors or conducts staff meetings? 



Set criteria for agenda content. Include in the 



agenda topi'Ss to be covered with descriptions of goals 
or objectives to be accomplished for each type. Do 
not include too many problems in a meeting. 

6. Build into the staff meeting structure , an. appropriate.^ 
tm for brief reports by individuals or groups of , 
current activities so that the total staff is aware 

of the scope of LRC involvement. 

7. Initiate a philosophy establishing staff meetings 
• as having priority over all other activities. 

8. Allow for additional meetings when necessary, 
especially as a follow-up to decisions made in 
staff meetings. 
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'Strategy 6,4 Design proaeduree for monitoring- and evaluating staff performanoe 

in conducting assigned responsibilities 

Task 6.4.1 Develop a system for establishing goals, objectives, 
and responsibilities of individual staff 

Task 6.4.2 Specify criteria for evaluating performance 

Task 6.4.3 Develop a monitoring/feedback system to provide 
information on staff performance 

Task 6.4.4 Discharge staff members who are unable to meet their- . 
responsibilities 
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M: 6.4.1 Develop a system for establishing goals, objectives, and responsibilities of individual 



staff 



]. What model for establishing staff goals, objectives, 
and responsibilities is to be used? 

, 2. Are these goals, objectives, and responsibilities 
established cooperatively? 

3. Is there a process for review and revision of goals, 
. objectives, and responsibilities? 

4. Who should be involved in developing the goals, 
objectives, and responsibilities? 



STEP-By-STEPMOyilES 



1. Establish an initial interview within one month 
after the beginning of the project year between 
the individual and his supervisor. 

2. Provide for agreement of staff member and super- 
visor about what is expected to be accomplished, 
at what level of proficiency, and by when. 

3. Establish: 

- a goal-setting interview to agree on assigned goals, 
objectives, and responsibilities 

- a review interview to allow for the supervisor 
to provide help to the worker where desired 

- an evaluation interview for revision of process 
objectives and assigned responsibilities when 
necessary. 

4. Make the entire staff aware of each person's goals 
and activities which are related to the group to 
prevent overlap of work. 



CONSIDEIUTiS 



STEP-BY-STEP PROCEDiES 



1. What criteria are necessary to evaluate performance? 

2. What is the relationship between the LRC's objectives 
and individual performance objectives? 

3. What objective format will be used in developing 
criteria: 

- performance 

- behavioral 

- instructional? 



1. Determine objective format to be used in • 
developing criteria, 

2. Develop criteria in relation to individual staff 
objectives. (See 6.4.1) 

3. Ensure that the criteria are in line with the 
activities and assignments based on cooperative 
staff planning. 

4. Provide both parties with a copy of the objectives 
with time lines for completion and criteria. 



212 



213 



TKI" 5.4.3 Develop a mom' tori ng/feedback system to provide information on staff performance 



STEP-BY-SUPPIIOCEDURES 



1. What feedback on performance should be provided 
to the staff? 

2. Who should be involved in the personnel 
evaluation? 

3. Will evaluation information mi ntained on staff 
meet confidentiality requiremeiits? 



1. Initiate a policy of joint decision making and 
monitoring. 

2. Jointly develop fonns for monitoring and evaluation. 

3. Establish schedules for completing forms for the 
monitoring/feedback system. 

4. Allow the staff .meirher to select whether monitoring 
and evaluation will be by supervisor or colleagues. 



5. The reviewer and the appraisee should go over the 
reporting forms .together during the interview, coming 
to a consensus about the content and possible 
alternatives or remediation. 

6. If criteria have not been met, determine constructive 
remediation procedures which will not jeopardize the 
employee's productivity. 
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COmTIONS 



STEP -By -STEP mmm 



1. What will be the basis for discharge? 



1. Review and become familiar with/agency, local, 
state, and federal regulations about dismissal. 



2. What agency regulations must be met? 

3. What are the conditions of dismissal in the 
employment contract? 



2. Establish a dismissal, procedure which includes 
rationale and steps for determining and documenting 
unsuitable performance. 



3. Collect appropriate data related to the established 
objectives agreed to by the employee. Document the 
reasons for discharge. 

4. Meet with the employee to discuss his inability to 
meet agreed upon goals or objectives. / Inform, him 
of his appeal privileges. 

5. Draw up documents which detail the reasons for and 
conditions of discharge. 

6. Follow agency requirements. 

7. Conduct exit interview, in which the reviewer 
discusses the discharge, other appropriate employ- 
ment, and fulfillment of responsibilities before ^ 
departure. 

8. Assist the individual in obtaining other suitable 
employment. 
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FUNCTION 7.0 MANAGING PHYSICAL RESOURCES 



StTategjj 7.1 DeveU'p )proeedms for utiUzation of sw^pties and 
, eqdyment 

Simtegu 7.2 develop proceims for utilization of Tphijsical plant 



INTRODUCTION • ; 

In this section, guidelines are developed for the operation of the LRC'rphysical 
surroundings, including supplies and eqijipment as well as the actual physical, plant. 
In botti areas, policies and procedures are suggested for acquisition, utilization, use 
by others than; staflrter^^ je.c,iinty,„.and jenavition..^^^ 



the activities ill this section be considered and planned. for at proposal writing time. 
Thus, this function should be used in careful coordination withi.O (Assessing needs 
for LRC services) and 3.0 (Developing LRC operational plans). . ; 



in 



Stvategu ?.l develoi^ i^mekpss for utilizatim of supipU'es md ecp^^^ 

Task 7.1.1 Identify needed supplies and equipment 

Task 7.1.2 Develop procedures for analysis, selection, and 
acquisition of new supplies and equipment 

Task 7.1.3 Establish policies governing internal and external use 
of equipment and supplies 

Task 7.1.4 Design! systl"¥iintain secun'ty "a^^^ inventory 
control of all supplies and equipment 

Task 7.1.5 Develop procedures for periodic inspection and maintenance 
of supplies and equipment 

Task 7.1.6 Train LRC staff in the appropriate utilization of 
equipment 
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7.1.1 Identify needed supplies and equipment 



m-imt 



1. What supplies and equipment are needed to implement 
-the .present, and future objectives and" activities 
oftheLRC?/ " 

2. How much .space is available for storage? 

3. What are the skills, needs, and desires of the 
staff? 

4. . Does the funding source limit the amount which may . . 
be budgeted for equipment purchase? If so, are 
there sources for obtaining specialized equipment 
other than the funding sources(s), e.g., .fund 

raising or the 



5. Does the funding source have restrictions on rental 
and/or lease options as an alternative to purchasing 
equipment? 



1. Review objectives and activities to determine 
supplies and equipment needs. 

2. Review the existing program and facilities in terms 
of needed supplies and equipment. 

3. Determine how much of the total budget will be 
allotted for supplies, equipment purchase, or 
rental. (See 3.1.3, LRC resources) 

4. Use the data obtained from the needs forecasting 
activities (2.1.5) to assist in determining the 
most cost-effective purchases. 

5. Compile and justify supplies and equipment needs 
( j usti fy by object! ve and acti vi ty) . 

6. ' Establish a prioritized list of alternative 

purchases in Mse the budget is reduced; also, 
prepare a projected list of additional items 
that one would recommend if additional monies 
were available. 



9951 



MSlI 



7.1.2 Develop procedures for analysis, selection, and acquisition of new supplies and equiprent 



1. What constraints are placed on purchases by the 
fiscal agent or funding source? Are vendors 
previously established? 

2. What existing equipment and supplies are used by 
the agency? 

3. Are the supplies and equipment being purchased 
compatible with those of the fiscal agent? 

4. Are demonstrations by vendors available? 

5. Can equipment be used on a trial basis? 

6. What will your agency donate or give the LRC? 

7. Consider maintenance needs and potential contracts 
with vendors or others. 

8. Can previously purchased materials and equipment: 
be used? , 

9. Consider the cost effectiveness of purchasing 
equipment (length of usage, how much usage compared 
with cost). 

10. Can equipment be leased? If so, to what does the 
user agreement entitle the LRC? 

11. Consider when purchases are tc be made. Order as 
soon as a need is established. 



(Continued on page 159) 



STEP -By -STEP PROCEDyRES 



1. Review considerations. 



2. Make decisions as to what needs to be purchased, 
based on proven usage, budget constraints, and 
•restrictions of the funding agent or fiscal agent. 

3. Obtain and utilize necessary equipment selection 
tools (i.e., E.P.I. E. - Educational Products 
Information Exchange; Audiovisual Marketplace; 
periodicals which review equipment - Previews)..- 

4. Collect and file publishers' and companies' catalogs ' 
for reference and purchasing information. 

5. Of the established needs (7.1.1), determine what can 
be provided by the fiscal agent (school district, 
state, or regional educational agency). 

6. Gonta'ct vendors, set up a demonstration, and establish 
the maintenance contract procedure. 

7. Compare maintenance contracts, delivery times, 
cipatibility, demonstrations. 

8. Final decisions should be based on the above data 
and should determine vendor, quantity, and dates 
needed for delivery. 



9. Follow established purchasing procedures. • 
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STEP-BV-STEPMEDORES 



(Continued from page 158) 

12. Are companies able to demonstrate materials at the 
LRC on exhibit basis without cost to LRC? 

13flre new supplies and equipment safe for instructiona 
classroom usage? 

U. Who needs to approve the purchases? 



997 



m 



7.1.3 Establish policies governing internal and external use of equipment and supplies 



STEP-By-STEP 



1. Who needs to use the equipment and supplies? 

2. According to the funding source, who can use the 
equipment and supplies? 

3. Who is ultimately responsible: the director, the 
librarian, secretaries? 

4. Who is ultimately responsible for replacement if 
equipment is stole, damage or lost? 

5. Who is in charge of equipment and supply distri- 
bution? 



1. Check with the funding source for restrictions. 

2. Check the agency for restrictions. 

3. Establish who has legitimate use of supplies and 
materials. 

4. Establish a line of responsibility - who is 
ultimately responsible? 

5. Identify all possible legitimate uses of equipment 
and supplies. 

6. Establish and obtain approval for policy. 

7. Provide inservice on appropriate equipment utilizatio 
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1. Has the fiscal agent established formal security 
procedures? 

2. Is the existing agency security system adequate? 
-3..„.WhQ-uses..facilities and with what -frequency?. 

4. Are facilitifs shared? 

5. How often are facilities visited? What are the 
hours? ^ 

6. What are the security risks in the target area? 

7. If the fiscal agent requires the maintenance of a 
forraal inventory system, what does that entail? 



8. Who should conduct the inventory? 

9. What type of inventory (count or rate usage) is to 
be conducted? Are special procedures necessary for 
consumable items? 

10. How often does the fiscal agent require that 
inventory be taken for each item? 

n. Do different types of items such as videotape equip- 
ment need inventory taken more frequently? 
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STEP-By-SIEP 



ES 



SECURITY 

1. Conduct a security survey, including determining 
policies of fiscal agent. 

2. Base a security plan on the results of the survey. 



3. Inform and orient staff and other persons sharing 
facilities of security plans. 

4. Inform and utilize local security agencies in 

. establishing and maintaining a security system. 



INVENTORY POLICY 

1. Frequency of inventory should be based- on usage of 
„ equipment jndiupp.l ies as-.wel 1 js- federal. andJocal. 

requirements. 

2. Responsibility for the inventory- should be delegated 
to the persons responsible for monitoring the given 
equipment and materials. 

3. Inform the staff of their inventory responsibility. 

4. Collect, maintain, and use inventory data. 
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7.1.5 Develop procedures for periodic inspection and maintenance of supplies and equipment 



STEP-ey-STEP PKOCEDVIIES 



1. Consider maintenance contracts available to ensure 
routine inspection and maintenance (i.e., from 
vendors, or service agencies). 

2. Consider hiring a maintenance technician. 

:,3, .ShQuldj.taff..be..trained-,by vendors in.maintenance- 

or inspection? 

4. Is there a maintenance and replacement budget? 

5. How often does the manufacturer reconend that 
equipment and supplies be inspected? 

6. What is the expected shelf Jife of supplies 
(e.g., dittos, fluids, masters) ? 



1. The person responsible for monitoring and inventory 
should be responsible for periodic inspection and 
maintenance. 

2. Establish a calendar or schedule of maintenance 
inspection based on manufacturer's recommendations 

and-usage-.- — ■■- - r- — : — : — 

3. Establish and maintain a file of maintenance contrac 

4. Train the staff in maintaining the equipment they ar 
responsible for using and monitoring. 

5. Establish and maintain an appropriate supply of spar 
parts for equipment. (See 7.1.2) 

6. Conduct inspections based on the calendar 

or schedule „ 
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Lli Train LRC staff in the appr()ppiat^ 



1. Is training available in the use of equipment (i,e., 
from vendors, staff technicians, maintenance contract 
personnel) ? 

2. Are there people on the staff who know how to use 
the equipment? 

3. Does the institution require staff members to have 
experience with using equipment? 



STEP.By-STtP 



1. Train new staff as a part of their orientation. 

2. Train or check out all appropriate staff on 
existing equipment. 

3. Train appropriate staff on all new equipment as 
" iris-purchased'or'Teceived: " 

4. Have manufacturers or trained staff conduct the 
training. 

5. Maintain information on which staff members have 
been trained to operate which pieces of equipment. 



Strategjj ?J develop ymed^es for utilmiion of iphijsml iplmt 

Task 7.2.1 Allocate-space in accordance with identified needs 

Task 7.2.2 Develop policie_s and procedures for use oj facilrties 
] ■ IjyTtaff ■ ■ * ,, " ' 

Task 7.2.3 Develop policies and procedures for access to building 
and utilization of facilities by other agencies 

Task 7.2.4 Obtain custodial care for physical facilities 

Task 7.2.5 Establish a procedure for periodic inspection and 
maintenance of. physical facilities 

Task 7.2.6 Develop an "Eiiiergency Preparedness Plan" with specified 
. — : procedures-tobe-followed-in-case-ofreinergencies- 

Task 7.2.7 Design appropriate facility renovations needed to, 
facilitate LRC operations 
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7.2.1 AllociJte space' in accordance with identified needs 



1. What standards already exist for space allocation?* 

2. How will LRC objectives and activities influence 
space needs (e.g., traffic, production, materials 
and circulation) ? 

3. What are the storage and work area needs? 

4. What are the restrictions and/or options of the 
fiscal agent for acquiring space?* What funding 
restrictions exist? 

5. What are safety and sanitary regulations? 



* In-iDOSt cases it- is critical that all jpace.. needs 

(including the requirements of thelunding agent) be 
quantified and comunicated at the time of proposal 
processing. If space is provided out of the fiscal 
agency's overhead, especially a state agency, there 
may be an allocation formula to follow: e.g., a 
given amount of space per clerical FTE (Full Time. 
Equivalent), for professional FTE, or student FTE. 



STEP-BY-STEP mEDORES 



1. Visit existing LRCs and/or search the literature 
for appropriate planning help. . 

2. State needs based on project objectives and activities 
and considerations such as specialized equipment and 
safety regulations. 

3. Pre-plan based on needs and usage projections; devise 
a space allocation plan. 

4. Adjust plans based on real space availalile. 

5. Assign space. 

6. Haintain data on space usage for planning future 
expansion or on-going space re-allocation. 
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1. What possible conflicts might there be in usage 
(conferences, work space)? For what was the space 
intended? 

2. What regulations for usage exist within the. 
building? Do staff need to check with security 
officers and others? 

3. What are the space constraints on usage (e.g., 
numbers allowed)? 
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STEP-By.STEP 



1. Establish criteria and a system for assigning, office 
or special use areas and reserving open space. • 

2. Establish that certain areas are for certain function 
and orient existing and new staff to these restrictio 

3. Insure that the staff knows the building regulations. 
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•""n I,U Develop policies and procedures for access to building and utilization 
of facilities by other agencies 



SIEP-BI-STEP 



1. What constraints, if any, exist within building 
or funding policy? 

2. What supervision is needed for other agency usage? 

3. What supplies and materials can be used by other 
agencies? 

4. Who needs to approve other agency usage? 

5. What security concerns exist in allowing other 
agencies to use the facilities? 

6. What space constraints are there for usage - 
what will the allowable uses.be; how many people 
can use the space; how often can the space be used? 



1 . Identify existing constraints within building or.., 
funding policy conerning external agencies. 

2. Determine how much usage is considered reasonable. 

3. Establish and implement an approval system with 
necessary sign-offs. Avoid being too restrictive. 

4. Notify agencies of procedures and policies as 
appropriate (e.g., usage of supplies, materials, and 
equipment, space constraints, and time). 



243 



ERIC 



W 7.2.4 Obtain custodial care for physical facilities 



1. What services are already available through the 
building facilities? 

2. What special considerations exist for custodial 
needs: 

- safety/security maintenance 

- air conditioning, heating 

- lighting? 

3. If custodial care is needed, what funds are 
available? 

4. What should the job description for the custodial 
service be? Be cognizant of union-imposed regula- 
tions limiting custodial activities. 

5. Are custodial services available on a contractual 
basis? 
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STEP-BV-STEP PROCEDURES 



1. Identify custodial needs. 

2. Utilize existing services or contract with available 
custodial services. 

3. Develop list of tasks to be accomplished by custodial 
staff. 

4. Maintain a budget for custodial services. 



245 



no 



nsK 



7.2.5 Establish^a procedure for periodic inspection and maintenance of physical facilities 



STEP-ey-siEP 



1. Are there previously established procedures: 

• county 
■ - agency 
- state 
-safety? 

2. What are the exceptional uses or needs of the 



3. What safety equipment exists? 



1. Identify and follow the established procedures for . 
periodic inspection and maintenance of physical • 
facilities. * 

2. Establish a maintenance schedule based. on requirements 
and special uses. 

3. Make a check-list of items to be inspected arid post. 

4. Follow procedures established by local safety agencies 
for maintenance of safety equipirent (e.g. , fire 
extinguisher and first aid equipment). . 

5. Hake staff aware of the procedures and how to use 
safety equipment. 
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7.2.6 Develop an "Emergency Preparedness Plan" with specified procedures to be followed 
in case of emergencies . 



1. Are there potential geographic or weather conditions 
which might influence the plan? 

2. What are established procedures within the building? 

3. What are recommended safety procedures and cautions? 

4. How does traffic flow? 

5. What is the state of the building (e.g., age, exits, 
condition, and floor plan) ? 

6. What safety equipment is necessary in case of 
emergencies? 

7. Consider the patrons to be served -- physically 
handicapped, young children, 

8. Does staff have an understanding of safety proce- 
dures such that they, can assist patrons in emergen- 
cies, health problems, or disasters? 
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SUP-By-STEPPBOCEDORES 



1. Identify and establish required procedures. 

2. Establish recommended procedures. 

3. Survey use of building and flow of traffic. 

4. Based on Considerations, develop an Emergency • 
Preparedness Plan. 

5. Orient -irxisting staff and new staff (as hired) 
to the plan and use of safety equipment. 

6. Post the plan and inform safety agencies of plan. 

7. If building is independent of other facilities, 
establish a first aid station, especially if the 
aged, physically handicapped, or young children 
will be using the facility. 
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T'^" 7.2.7 Design appropriate facility renovations needed to facilitate LRC operations 



WIDERtTIONS 



1. What is the space allocation plan? (See 7.2.1), 

2. What are future expansion plans? (See 7.2.1) / 

3. What does use data indicate about space needs? / 

/ 

4» What are the uses of the building or space? 



(See 7.2.1) 
What are building code requirements? 



/ 



/ 



6. What is the budget? j 

7. What architectural and planning resources are 
• available? j 

/ 

i 

NOTE: While the actual renovation work i^iight be carried 
out by LRC|$1af f menters , or the LRG/ may sub- 
contract for 'work to be done, little independent 
action is likely to be allowed by tfce fiscal 
figent, if there is one. The renovation procedure 
in that case will have to follow procedures 
established by the fiscal agent. \ 
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STEP-BY'STEP PKOCEDURES 



1. Conduct a needs assessment based on objectives, 
activities and all considerations. (See 3.0 and 
7.2.1)- 

2. Develop a renovation plan based on needs assessment 
and usage data utilizing professsional architectural 
and designing personnel. 

3. Develop a budget based on costs associated with 
the renovation plan. 

4. Following agency procedures which might include 
opening the renovation for contract bid. 

5. Honitor renovation to insure that it occurs as 
planned. 

6. Evaluate facility renovations after completion. 
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FUNCTION 8.0 HANAGING FISCAL RESOURCES 

. , I 

Strategij 8,1 dmloip pooeikiree for mintaining and mitoving 
fimoial expenditms ' ' ' " 



INTRODUCTION 

This section attempts to assist the/LRC director and staff in determining and maintaining 
procedures for monitoring fiscal affairs. In most instances LRCs will not have control 
over procedures used by the fiscal/agent, but it will be necessary-to insure that all 
funding agent requirements are met. Certain activities ,or responsibilities will need to 
be set (3.0), and staff will need/ to be ori.ented to fiscal procedures in order to 
effectively implement this function. / 

I : i . ■ 

Funding agency refers to, the agency which/provides funds for LRC operation and Fiscal 
agent is the institution or agency (school district, university) legally responsible" 
for implementing the activities and monitoring the funds. 



Stmtegij SA develop pvocdms for mintaining md mitoring fimdal 
expenditures 

Task 8.1.1 Identify relevant policies and procedures of fiscal 
. agent and funding agency 

Task 8.1.2 Specify policies for expenditures of LRC funds ■ 

Task 8.1.3 Develop procedures for systematic processing of purchase 
orders, encumbrances, delivery receipts, invoice 
reconciliations, and payment vouchers 

Task 8.1.4 Establish bookkeeping and accounting systems for all 
revenues, encumbrances, and expenditures 

Task 8.1.5 Establish a system for maintenance and retrieval of all 
fiscal records and reports 

/ Task 8.1 .6 Specify procedures for periodic re-allocations of funds 
j based on actual and projected expenditures 

- I Task 8.1.7 Specify procedures for periodic financial reports and 
' audits 
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8.1.1 Identify relevant policies and procedures of fiscal agent and funding agency 



1. What reporting procedures are required by the 
funding agency and fiscal agent? (See 5.3.1) 

2. What application procedures are required? (See 3.1.4) 

3. What policies, procedures, and constraints do the 
" " fundingigency and fiscal agent "pi acelin the 

expenditure ofJunds (review administrative 
procedures of fiscal agent, state, and federal *. 
agency). 

4. Consider tiine constraints for budget development. 
What is the fiscal year cycle under which various 
programs, departments, and agencies operate? 



STEP-By-STEP PROCEDURES 



1. Review with the fiscal agent or funding agency 
representative policies, procedures, and constraints 
regarding application, reporting, and expenditure 
of funds. 

.,2. Rey.iewJheJunding.agency's-regula'tions>regarding — 

the expenditure of program funds. 

3. Have the fiscal agent or federal program officer 
review and/or interpret federal requirements. 

4. Make a calendar of fiscal year cycles of different 
agencies with which the LRC operates. 



ERIC 



257 



tll^K 



8.1.2 Specify policies for expenditures of LRC funds 



coNwim 



1. What types of expenditures are required to 
accomplish LRC objectives? 

2. What are the policies established by the fiscal 
agent and funding source? (See 8.1.1) 

3. Are policies flexible enough to meet unusual 
- circumstances? ' " ~ ~ " 

4. Mho is going to approve expenditures? 

5. What expenditures are legitimate (e.g., as concerns 
federal regulations)? 



STEr-By'STEP 



1. Establish agency policies for the expenditure of 
funds. Policies should be stated in a clear and 
concise manner. 

2. Develop policies that are compatible with the fiscal 
agent ad the federal funding source guidelines. 



3. ' Appropi *'Ue staff should be-infoniied of specific 

expenditure policies that relate to their functions. 

4. Identify any variance between planned expenditures 
and funding or fiscal apcy policies. If a verianci 
exists, discuss it inediatfcly with the appropriate 
agent. 

5. Provide a process for the continuous update of rules 
governing expenditures and dissemination of that 
rnformation. 
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8.1.3 Develop procedures for systematic processing of purchase orders, encunibrances, 
delivery receipts, invoice reconciliations, and payment vouchers 



SSP-EV-STEP 



1. Are there established internal agency procedures? 
Are these procedures adequate? 

2, Who has approval authority? 
irifiFini'tTatS"the" pTocess? 

4. What are staff responsibilities in the flow of the 
process? 

5. Who is responsible for receiving orders? 

6. What kinds of transactions are going to occur? 

7. What liaison is necessary with the fiscal agent? 



1. Determine whether established agency procedures 
meet your needs. 

2. If they do not, identify unique needs and establish 
^. ..procedures-to..meet.,such...-Procedures-should'be — 

compatible with and should not unnecessarily duplicat 
the procedure of the fiscal agent. 

3. Determine staff responsibilities within the tracking 
system (ordering, sign-off, receiving, processing, 
paying). 

4. Orient and train staff as to their responsibilities 
in the system. 
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8.1.4 Establish bookkeeping and accounting systems for all revenues, encumbrances, and expenditures 



CONSIDEMTIOMS 



1. What are state, federal, and local regulations for 
bookkeeping and accounting? 

2. Is there a tracking system at present? . 

^' !^!^}^J3E'^1^1M^ 

ranagemeltff WlinTnThow is it needed? 

4. Does the fiscal agent have an adequate system for all 
your needs? 

5. Do the procedures answer necessary questions: 

- Accounting 

- Reporting 

- Funds available by objective 

- Encumbrances 

- Expenditures 

- Revenues? 

6. Is your bookkeeping system sufficiently flexible to 
handle various sources of funds? 

7. What skills in bookkeeping and accounting are 
available on the staff? If necessary, use outside 
sources (consultant) for the establishment of the 
system. 

8. What technical assistance is available in 
establishing a system? 

9. Is the system in accord with the fiscal year? 



sTEP-ey-sTEP pnES 



1. Review and use the established system if possible. 

2. If it doesn't meet the needs, specify gaps in the 
existing system. 

...J.„Jetermine..-whether-staff"and-management~needs"for" 
financial data will be met by the system. 

4. Determine staff responsibilities. 

5. Train the staff in the accounting procedures 
established. 

6. Monitor procedures for possible revision. 

7. Use procedures for reporting and on-going fiscal 
evaluation. 
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8.1.5 Establish a systein for maintenance and retrieval of all fiscal records and reports 
(See 5.3 for record keeping) 



STEP-By^SIEP 



1. How long mast records be inaintained? 

2. How long must records be readily available? 
"3. How ich'space is needed? 

4. How are records to be used; 

- reporting 

- auditing 

- decision-making? 

5. How often does the procedure call for retrieval 
of current information? 

6. What are funding agency reporting requirements? 

7. What are fiscal agent reporting requirements? ■ 
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1. Establish a records management system which includes 
a design for a filing system, records retention 
schedules, and records storage and/or destruction ' 

— plans. -Mai ntain;;Only4hose4i-SGa-l-records-'and — - 
reports that are useful or required. 

2. Coordinate the records management system with 
federal or state records/archives officer and 
federal contract regulations. 

3. Establish which records need to be stored for 
retrieval. 

4. Insure that the filing and storage system allows for 
easy access and retrieval of information. 

5. Assign staff the responsibility for maintenance of 
files. 



^'^^ 8.1.6 Specify procedures for periodic re-allocations of funds based on actual/ and projected expenditures 
(See 2.1.5 for for^ecasting) 



CONSIDEMTIOHS 



1. How flexible are line-item budget modification 
procedures and re-allocations in relation to 
program areas? 

2. Are re-allocations within the regulations for 
— transfer? '• ^ 



3. Do re-allocations interfere with or enhance other 
objectives? 

4. What priorities exist for the expenditure of funds? 

5. Who must authorize re-allocation? 

■6, How accurate must your projected budgets be? 



SIEP-BV-STEP 



1. Establish guidelines to^adjust expendi turves' as 
required in the event that new priorities arise 
which need idiiediate action. I 

2. On a scheduled basis review expenditures, encum- 
brances; funds''avaiiablerand--completed'-actrvrties- 
to determine the accuracy of projections. 



3. Hake re-allocations based on the above data and 
within the budget regulations or guidelines. \ 

4. Upon the completion of program objectives, ■ 
re-allocate funds that are remaining and adjust 
other cost figures if over-expenditure has occurred 

5. Hake final decisions on re-allocation based on a - 
' thorough review of fiscal records no later than the 

beginning of the fourth quarter of the fiscal year. 

6. If excess funds are identified, plan new activities 
no later than the beginning of the fourth quarter. 

7. Use records of necessary re-allocations and accurac; 
of budget projections in preparing the budget for 
the next project year, ' 
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8.1.7 Specify procedures for periodic financial reports and audits 



1. What are the fiscal agent and funding agency 
reporting requirements? 



What are your internal needs for audit and 
-reporting? - 



3. Who is responsible for completing fiscal reports? 
7 4. Where and how often are reports to be, submitted? 



STEPfey-STEP PROCEDOBES 



1. Determine reporting and audit requirements (both 
internal and external). 

2. Assign staff responsibility for reporting. 



..^ . ; 

3. Establish^ calendar that insures compliance. 

4. Submit reports as required. 

5. Utilize/financial report and audit results to 
implement re-allocations of funds based on actual 
and projected expenditures. (See 8.1.6) 
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FUNCTION 9.0 COORDINATING EDUCATIONAL APPRAISAL SERVICES 



Stmtegij 9.1 Coordinate yvoDision of appraisal and T^rogrming 
semces fov exce'ptioml ehildren 



INTRODUCTION 

This section deals with the potential fiinction of insuring but not necessarily providing 
direct appraisal and programirnng services for handicapped children. It is very often 
the case that appropriate services are available, but because there is no coordinating 
function the handicapped child doss not receive the service. This section discusses the 
identification of services, matching the services to the appraisal and prograuming need, 
maintaining records on deliver^l' services, providing follow-up and evaluating the 
effectiveness of service and of the LRC in coordinating the function. 

Before an LRC implemeiits this function, it must ensure that it is a part of the workscope 
and mission (1.0) and it must determine that there is a need for the service (2.0). 
Then it fnay plan and implement the actual coordinating function (3.0). 
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Stmtegij 9.1 Coordinate podsion of api^misal aid iprogicaming umm for 
exsei^timl cHldi>en 

Task 9.1.1 Identify and maintain information on the appraisal and 

prograning services available within the LRC service area 

Task 9.1.2 Organize and disseminate information regarding appraisal 
and programming services for handicapped children in a 
systematic manner 

Task 9.1.3 Develop and implement procedures for matching referrals 
with appropriate appraisal and programming 'service 
agencies 

Task 9.1.4 Develop and implement a follow-up procedure to determine 
client satisfaction 

Task 9.1.5 Evaluate the appraisal and programming coordinating 
function 
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within the LRC service area 



1. What appraisal and programing services are 
available within the service area? 

2. What are the elibigility requirements or legal 
mandates in. the appraisal and progrwing service? 

3. What mechanisms are available, feasible, and 
appropriate for maintaining service resource 
information in the LRC? 



ERld 



1. Develop a lis; of service resources within the 
service area. 

2. Determine what data to collect and maintain on each 
agency. (NOTE: You may wish to do steps 1 and 2 . 
of task 9.1.2 prior to making this decision.) Data 
may include each agency's goals, philosophy, objective: 
legal responsibilities, referral systems, kinds of 
services, fees, promptness of services, time services 
are provided, length of time service takes, location 
of services, staff and their training, financial 
arrangements, and ages served. A file may also be 
kept of current federal, state, and local guidelines. 

3. Develop appropriate mechanisms for the storage and 
retrieval of service resource information (card files, 
computer based system, or catalogs). 

4. Develop procedure.s for updating changing service 
resource information. Include consideration of 
agency evaluation information. (See 9.1.4) 

5. Compile and maintain appraisal and programming 
service resource information. 
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^'^^ 9.1.2 Organize and disseminate information regarding appraisal and programojincf services 
for handicapped children in a systematic manner . ':, 



1. Who will be the target audience? 

i 

2. How will the .information be organized? 

3. Who will the information be disseminated to: 

- school district 

- service clubs 

- service agencies 

- parent groups 

- newspapers 

- radio-TV stations? 

4. How will the. information be disseminated: 

- telephone 

- agency directory 

- maintenance of a resource file? 

5. How frequently does (will) service resource 
information change requiring information updating? 
What is the nature of information changes? 
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SIEP.BV-SIEP 



1. Determine target(s) of information dissemination. 
(See 14.3 for information dissemination) 

2. Determine information needs of target and extent 
to which that information remains constant. 

3. Select vehicle(s) appropriate and feasible for 
information dissemination. (This might vary from 
one target to another and could include: 

■ wide spread mailing of a comprehensive service 
directory; 

- agency/service phone and address list indexed by 
broad service types; 

- a pamphlet on a LRG "hot-line" informatton/ 
referral service.) 

4. Utilize appropriate vehicle(s) to disseminate 
resource information to appropriate target groups. 
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9.1.3 Develop and implement procedures for matcfiinS '"^^^''^als with appropriate app^-ajsal 
and prograning service agencies 



1. Has the information been obtained that will be 
needed before a referred client can be matched with 
• appropriate appraisal and programming service 
* * 'cigencies?' 



2. Have legal requirements and due process procedures 
been insured (e.g., parent's written permission for 
verbal or writtan exchange of client information)? 

3. What are inter/intra agency requirements for 
referral? 

4. Have you developed a record keeping system that 
will insure confidentiality of records? 

5. Have you identified agencies which can provide 
financial assistance to clients (i.e., school 
district, intermediate school district, ALRC, RRC, 
or SDE)? 

6. To what extent will the LRC maintain client 
records: 

- simple one page intake/referral form 

- comprehensive case file including all pertinent 
evaluations and service reports? 



STEP.iy-SIEP 



1. k\i\&i appraisal and prograning services available 
^Hhin Uc service area. (See 9.1.1) 

2. Obtain federal^ state, and local guidelines 
%rdin9 confidentiality. 

3- Develop. Policies regarding confidentiality 
^ individual rights in securing appraisal/ 
P^ograIIlm1J9 services (directly at LRC or through 
to other resources). 

4' ^veloP.^PPropriate forms and procedures for 
collecting cl^gpt data sufficient to facilitate 
2pt)ropHate m^tciiing of a client's needs to 
available services. 

5. Syyt forms policies regarding confidentiality 
and due process in appraisal and programming 
ss^vices to advisory board and/or administrators 
% modification and approval. (See 3,2.2 for 
Advisory Boards) 

6- Inform LRj; st^ff and Appropriate others of ■ 
%hing service capability. (See 9.1.2) 
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HSK 9.1.4 Develop and iinplement a follow-up procedure to determine client satisfaction 




STEP-By-SIEP 



1. If the client is not satisfied with service, 
how will re-direction occur if requested? 

2. What constitutes satisfaction with the service 
agencies' services? 

3. Who will be responsible for follow-up activities? 

4. How will the appraisal agency's activities be 
validated? , 

5. Will feedback regarding consuiner satisfaction be 
provided to the service agency? How? 

6. Has periodic up-dating of files occurred to , 
assure that agencies that are naintained in files ■ 
are offering appropriate services? 
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1. Develop procedures' which allow referred persons to 
make alternative agency selections. 

2. Develop procedures for verifying client (dis)satis- 
f action reports. 

3. Identify re-direction procedures » =^here applicable. ' 

i Identify, individual(s) responsible for follow-up 
activities. 

5. Initiate contact to obtain cl lent satisfaction 
data, verify and. re-direct, if iiecessary. 

5. Validate service agency by getting a statement of . 
service^ capacity' ('see 9.1.1) based on client . , 
report of serviG|satisfac,tion. Develop forms' 
to gather'tliis infiina'tion. 

7. Establish feedback procedures, with each service 

agency. (Is feedback wanted? 'If so, in what form? 
■ How often?) 



8. Establish in-house procedure for purging files of 
those agencies evaluated consistently as not 
offering satisfactory services. 
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9.1.5 Evaluate the appraisal and prograning coordinating function 
(See 4.0 for Evaluation) 



1. What is the purpose of the evaluation? 

2. What type of evaluation is required and desired? 
(Review Function 4.0) 

3. What should be evaluated? 

4. Can, evaluation procedures be built into the process 
for, providing coordination of services to clients? 
Can such procedures answer all or some of the 
pertinent evaluation questions (considerations 
lands)? 

5. In what form should the evaluation be made? 

6. To whom should a report of the evaluation be made? 

7. Who should conduct evaluations? 

8. What are the time constraints for evaluations? 

9. What forms should be used? 
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STEP-BV-STEP 



1. Write a plan for the evsjluatlon of the coordinating 
function of the appraisal and prograning services 
to. include: 

- the type of evaluation to be conducted 

- those responsible for the evaluation 
" ground rules for the evaluators 

- time schedule for evaluation 

- forms to collect data used in evaluation 

- provision for responsibility for compilation 
of data. ■ 

2. Implement the plan and collect data for the i^valuation 

3. Complete the data. 

4. Determine if LRC goals and objectives rfiUtis«| to 
appraisal and programming coordination were fiit. 

5. List recommendations based on the data collected 
in the evaluation process. 

■6. Report recommendations to the appropriate persons, . 
and/or modify coordination functions as necessary. 
(See 9.1.1 -9.1.4) 
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FUNCTION 10.0 DELIVERY OF APPRAISAL AND PROGRAMMING DIRECT SERVICES 

Stvategij 10.1 Miverij of appraisal and pograming dmct smices 



INTRODUCTION 

This section differs from 9.0 in that it deals with the actual delivery of appraisal and 
program'ng services by the LRC staff or through subcontract. If the LRC is to deliver 
such services, it must clearly have the responsibility for delivering those services and 
it must coordinate them with those services being delivered by other agencies or branches 
of the same agency. This section can assist in determining , the authority for services, 
surveying already existing services, determining responsibility, designing the appropriate 
model, defining referral procedures, and designing appropriate follow-up procedures. 

To insure that this service is needed, useful, and does not duplicate other services, 
it must fall within the mission (1.0) and a need must exist (2.0). 
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strategy W, 1 Deliverij of (ippaisal and yrogmdng direct seMoes 

Task 10.1.1 Detennine the authority responsibility for the 
delivery of direct appraisal and prograiming services 
within the designated service area 

Task 10.1.2 Survey existing and available appraisal and programing 
services 

Task 10.1.3 Negotiate LRC service responsibilities 
Task 10.1.4 Design model for service delivery 

Task 10.1.5 Formulate service agreements with other agencies or 
individuals 

Task 10.1.6 Implement appraisal and prograning services 
Task 10.1.7 Design appraisal and prograning procedures 
Task 10,1.8 Provide appropriate follow-up services 
Task 10.1.9 Evaluate appraisal and programning services 
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COIISIDEmiOHS 



STEP-BY-SIEP PROCEDURES 



1. Who is responsible within the service region for 
delivering appraisal and prograuming services? 

2. What is the organizational pattern of the service 
region? 

3. To whom is the LRC responsible (fiscally, func- 
tionally)? 

4. What constraints exist from funding patterns, 
legislation, and Board control in delivering 
direct services? 



5. Whaftederal, state, and local mandates and guide- 
lines'relate to appraisal? 

6. What licensing procedures are involved for agency 
personnel in delivering appraisal and prograimiing 
services? 

7. What are the characteristics of the service area's 
handicapped children and does that affect the 
authority configuration? 
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1. Obtain target population profile data. 

2. Consult the state plan, district plans and policies, 
and other agency plans for statements of appraisal 
and programming responsibilities. 

3. Relate federal, state, and local mandates and 
guidelines to planning for delivery of direct 
local services in appraisal and programming. 

4. Define the organizational structure to clarify 
■ relationships and responsibilities. 

5. Appoint and assemble a task force of all agencies 
with responsibilities for appraisal and programming 
to determine the authority and responsibility 
within the designated service area. . 
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10.1.2 Survey existing and available appraisal and prograimiing services 



1. Which agencies exist which pvide or might 
provide appraisal/prograning services? (See 9.1) 

2. yhere are they located? 

3. Are their services available on contract? 

4. Are their services available for referral? 

5. What is the composite picture of appraisal and 
progranming services available to children in 
the LRC's service area? 

6. Who are the financial advocates for the children? 

7. What are the regulations regarding that advocate's 
position? 

8. Is current and correct mfonnation available on 
all agencies? ^ w 

9. Have all possible service organizations been 
considered, for their appraisal and programing 
services? 
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STEP-By-STEPraCEDOBES 



1. Determine existing service. (See 9.1.1) 

2. Develop a needs assessment (see 2.0) to determine 
gaps in the delivery of appraisal and programming 
services. 

3. Compile and analyze data to locate gaps and 
deficiencies in service. 

4. Summarize inforiiiJt'forrtu indicate needed service 
and possible interactions with other agencies. 
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CONSIDEUTiS 



1. What appraisal and prograiming services should be 
available to exceptional children? 

2. What are the mandated responsibilities for appraisal 
and programing as defined by federal, state, and 
local statutes? 

3. What are the objectives and goals of the LRC for 
appraisal and programming services? 

4. What are the LRC budget and staffing limitations? 

5. What kind of contract or formal arrangement is 
required to coordinate appraisal and programming 

services with other agencies? 

6. What kind of contract or formal arrangement is 
required to deliver actual services to client(s)? 

7. With whom can the LRC contract? 

8. What- resources are available (especially financial) 
and from whom are they available? 

9. What is the process of allocation of resources? 

10. With whom can the LRC negotiate? 

11. Which service agencies can provide appraisal and 
prograiining services? 
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1. Evaluate the regional, local, and federal appraisal 
and programming resources. 

2. Determine what services should be provided by the . - 
LRC and which should be contracted. 

3. Secure administrative approval. 

4. Negotiate with other service-providing agencies to 
determine mutual and different service capacities. 

5. Submit a plan for review to the task force or 
advisory committee. 

6. Write a tentative plan. Include: 

■ goals and objectives 

- description of data required to evaluate delivery 
of services 

- service deliverers and recipients 

- financial responsibilities 

" time lines ■ " " ~ 

■ description of services (activities, tasks, and 
material). 

7. Submit the plan to the task force or advisory 

committee. 

8. Modify the plan as required. 

9. Submit the plan for, final approval to the admin istratioi 

10. Obtain written approvals from participating agencies. " 
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10,1.4 Design model for service delivery 



1. Detennlne a referral system. 

2. Oetermine procedures for delivery of appraisal and 
program service. 

3. Develop procedures for follow-up service. 

4. Determine staffing pattern and competencies. 

5. What facilities are needed? • 

6. What are the financial considerations (fees) for 
the best model? 

7. What are the different components (e.g., record 
, keeping, tests)? 

8. How will the model be maintained? 

9. What are the inservice and preservi'ce needs? 

10. Will the model be field reviewed? 

11. What components will be included in the evaluation? 
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1. You may wish to use the following procedures for 
the different considerations: 

a) review best practice for the total model 
bj identify legal constraints 

c) determine necessary components 

d) organize components in a systematic manner 

e) list resources required for program 
implementation. 

2. Secure approval from the task force or advisory 
coiimittee. 
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ttSK 10.1.5 Formulate service agreements with other agencies or individuals 



CONSIDEUTIOHS 



1. What types of contractual agreeinents can the LRC 
ienter into? 

2. With whom may the LRC contract? (See 9.1.2) 

3. What resources are available and from whom are 
they available (financial)? 

4. Who will coordinate this function (key persons 
who can approve contracts)? 

5. How will funds receivable be handled? 

6. What services will be provided? 
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SIEF-By-STEP 



1. Review best practice for the total model. 

2'. Identify legal constraints. 

3. .Determine necessary components. 

4. Organize components in a systematic manner. 

5. List resources required for program implementation. 
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TISK 10.1.6, Implement appraisal and programming services 




1. -What are best practice referral procedures? 

# 

2. What constraints exist on referral procedures (SEA 
referral criteria, LEA referral criteria, legal 
constraints)? 

3. How should referral guidelines relate to the intent 
/Of the LRC's workscppe? (see 1.0) 

4. What referral procedures are used by other agencies 
and to what extent are they negotiable? 

5. How should referral procedures be disseminated? 

6. What should be included in a referral data file: 

- eligibility requirements 

- secondary referral action 

- confidentiality procedures? 
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STEP-B¥-STEP PROCEDURES 



1. Specify population(s) who will potentially use the 
appraisal and programming services of the LRC. 
(See 10.1.1) 

2. Negotiate referral systems with local school systems 
and agencies. This might mean adopting their system 

3. Develop referral guidelines and procedures, includin 

- criteria necessary for client to receive services 

- confidentiality guidelines. 

4. Develop the referral form and a system for the dis- 
semination of forms to identified referral agents. 

5. Develop procedures for referral of clients not 
satisfying eligibility criteria for service to 
other agencies. Provisions should be made for 
tracking unaccepted clients to determine if 
services were obtained. 

6. Advertise available services to client population. 

7. Initiate an evaluation design to assess effective- 
ness of the referral process. 
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1. What models for appraisal and programing services 
exist?;. 

2. What is the IRC's philosophy regarding appraisal and 
prograning? 

3. What human and nonhuman resources are available 
for implementing the model? 

4. What procedures need to be established? 

5. How can the effectiveness and validity of the 
procedure be evaluated? 

6. How is the LRC going to interface with existing 
appraisal service within the coimunity? 

7. Who are the decision makers in the determination, of 
appraisal and programning for a client? 

8. What licensing, endorsement, or certification 
requirements are necessary for appraisal centers 
and personnel? 



300 

ERiC 



1. Develop, appraisal and programning procedures, 
including: 



intake 

interagency cooperation 

reporting 

staffing 

maintenance of an information file 

scheduling 

time line 

confidentiality/due process considerations 
legal, legislative constraints to procedures 
follow-up 



2. Identify and employ an evaluation procedure to 
obtain data on the effectiveness of the appraisal anc 
programning procedures. Provide feedback to upgrade 
procedures. 

3. Perform prototype field testing of the model as 
designated. Incorporate feedback to alter the 
procedure accordingly. 

4. Implement the. model. 

5. Provide for ongoing revision of procedures based on 
■ data received from the follow-up phase of the total 

program. 
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10.1.8 Provide appropriate follow-up services 



snp-ey-STEP 



1. What models for follow-up already exist? 

2. On what schedule should follow-up occur? 

3. Does the individual who did the original appraisal 
and programming need to do the follow-up? 

4. Is consultation and cooperation with those respon- 
sible for the appraisal and programming process 
possible? 

5. Can maintenance of the follow-up procedures be 
assured? 

6. What data should be collected to provide infonnation 
about the service: 

- how useful was It to the client 

- how effective was the service in bringing 
about changes? 

7. How can both short and long range follow-up 
procedures best be developed? 

8. What fonnats are useful for reporting data?' 



9. How can you best allow for recycling, reappraisal, 
and/or reprograimiing of a child? 

10. What inservice training is needed to ensure 
follow-up? 



(Continued on-page 211) 
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1. Examine existing models for follow-up procedures. 

2. Adopt or adapt a follow-up model compatible with 
LRC goals, objectives, and activities. 

3. Include components to the model which are specific 
to the LRC's prograimatic and administrative , 
procedures. 

4. Establish a follow-up data system for the collection 
compilation, analysis, and reporting of data to 
appropriate agencies. 

5. The follow-up procedures developed should come to 
be a part of the comprehensive LRC plan. 

6. If possible, conduct a prototype implementation of 
the model . 
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10.1.8 Provide appropriate follow-up services (Continued) 



(Continued from pagr210) 

11. What coordination between the prdgrammer and the 
i' \ teacher or services deliverer is necessary? 

■j.;.A:|2i^H()w capMt be ens'wed'that, follow-up information 
\ ' is used to- modify programs? 

13 What kind of communication needs to be developed 
• ^ with the administrative personnel in the district 
to provide for time, place, and personnel needed 
to secure follow-up data within the district? 

14. What status reports are required regarding the 
number of clients followed-up in order to 
substantiate service provision and to provide 
data required for district reporting. 

15. Who is responsible for conducting or coordinating 
follow-up procedures? 
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SIEP-BV'STEP 
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STEP-BY-STEP PROCEDURES 



1. Conduct a review of best practices. 

2. Have provisions been inade for internal and/or 
external evaluation of total program effectiveness? 

3. Has there been a determination of the components of 
the program to be evaluated? 

4. What methods of compiling, analyzing, and reporting 
results of evaluation will be used? 

5. Have you identified the populations requiring 
information regarding evaluation reports? 

6. Have you developed a feedback system to the 
appraisal and programming model? 

7. What is the purpose of this evaluation? 
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1. Select or develop an evaluation model. 
(See 4.0,, evaluation) 

2. Hake provisions for a third party evaluation , 
(who, time, costs). 

3. Provide for dissemination of the evaluation report. 
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FUNCTION n.O SUPERVISING THE DEVELOPMENT AND EVALUATION OF INSTRUCTIONAL MATERIALS 



Strategy 11.1 S]^edfy the pvooedm and mmge the development of ^ 
instmotional materials which con he used by teachers 
^' in educating exceptional children 

Strategy 11.2 Coordinate research and evaluation investigations of 
instructimal materials for special education 

INTRODUCnON 

The initial question in this segment of the document (and the first query to which any 
LRC should respond in relationship to materials) asks, "Is there a need for provision 
of instructional materials development services by the LRC?" The answer to this question 
should be found in a combination of pieces: in the. results of the LRC needs assessment 
(2.0) ;in the staffing pattern and capabilities (6.0); in the budget (3.0). If the 
answer is yes, the reader will find :in this section aids for justifying materials 
development, for preparing the necessary materials and field testing them, and for 
analyzing the processes used in the 'previous activit.ies. If the answer is no, the " 
reader will find a Strategy dealing with. research and evaluation of existing instructional 
materials for special education. The LRC which does develop materials will find the 
research and evaluation Strategy an excellent tool for their own materials as well as 
externally developed materials. 



215 



Strntegy 11.1 Specify the pmedure mi rmage tk ievelopmt of mtmtioml 
mtemU nihidh m le used hy teachers in educating exceptiml 
dhilcben 

Task 11.1.1 Develop justification for instructional materials 
development activities 

Task 11.1.2 Specify the procedures for developing instructional 
materials 



Task 11.1.3 Honitor the preparation for and progress of development 
of instructional materials 

Task 11.1.4 Supervise formative and sunative evaluation! of 
instructional materials prototypes 



M 



II. 1.1 Develop justification for instructional materials development activities 



SIEP-BY-STEPPmilES 



,1. Is there a need for the LRC to provide services for 
the development of instructional materials? 

2. Is the need great enough to warrant producing and/or 
contracting for production? 

3. Is this activity of high enough priority to justify 
its relatively high costs in sta.f.f time and 
materials in relation to other LRC activities? 

4. If so, rill each materials development service 
request coincide with the LRC policies and regula- 
tions? If not, can the LRC offer suggestions for 
otfier sources of help? 

5. Can the LRC project the number, kinds, types, or 
formats of materials that could be developed within 
given financial and human resources? 

6. Will the LRC have the staff expertise, the equipment, 
and the funding necessary to provide for instruc- 
tional materials development? . 

I 

/. Has the LRC identified alternative production 
facilities which might be tapped? 

8. Ca\the LRC determine whether materials to be 
deve'^kped already exist? 

9. Will the LRC engage in dissemination of the instruc- 
tional materials it develops, descriptive information 
about the materials, or information describing the 
development process? 



rERiC 
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1. Specify data needed to justify the development 
of instructional materials from the needs 
assessment. (See 2.1 for needs assessment) 

2. Analyze and document the appropriate data from the 
needs assessment. 

3. Locate and examine existing procedures for priori- 
tizing. Determine priorities (i.e., "Don't bite 
off more than you can chew"). 

4. Interpret needs assessment data: 

- which needs is the LRC authorized to respond to 

- can the needs be met without development or 
production 

- can the LRC (with available staff expertise, time 
and money) develop the needed materials 

- is the need great enough to warrant producing 
and/or contracting for production? 

5. Identify alternative production facilities which 
might be tapped: analyze their services as to 
costs, or service constraints to outside users. 

6. Determine whether materials to be developed exist 
already. 

7. LRC staff and Advisory Board will determine which 
aspects of dissemination of materials are appropriate 
activities, establish' policies and procedures, and 
include them in the LRC manual. 
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1. Has the LRC reviewed the literature of instructional 
material development (e.g., ERIC, bibliographic 
search - Instructional Material Development, 
Educational Technology magazi ne)? 

2. Has-the LRC identified one or more models for 
instructional materials development which will be 
appropriate for its own use? 

3. Has the LRC developed a flow chart of the process 
for such a model? Is it realistic? 

.4. Does the flow chart reflect rea[ time and real 
monetary- expenditures? 

5. Has the flow chart been expanded into a manual which 
elaborates procedures? 

6. Has a documentation system been developed to main- 
tain records? (See 5.3, maintaining LRC records) 

7. Are there "reality checks" on time and monetary 
expenditures? (Have you bitten off more than you 
can chew?) 

8. What procedures have been developed for monitoring 
and evaluating development and production 
activities? 

4 



1' Review the literature of instructional material 
development by searching the ERIC*, ERIC-ECEA**, 
and NTIS*** data bases. 

2- Identify one or more appropriate models for 
instructional materials development. 

3- From the model (s) develop a realistic flow chart 
that reflects real_ time and reaj monetary 
expenditures. 

4- Expand the flow chart into a manual which elaborates 
procedures. For example: 

a) Assist client in considering the following for 
materials development: 

- content/concept to be developed 

- goal/purpose for materials 

- objectives to be completed by teacher/child 

- format/design/organization of materials 

- target population for which materials are 
to be developed 

- secoiidary populations for which materials 
may be appropriate 

- completion time lines to be met 

b) Lay out materials specifications: 315 

- raw materials needed 

- tools or equipment needed 



(Continued on page 221) 



ERIC 
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lin.2 Specify the procediires for developing instructioral mterials (Continued) 



STEP-BY-SIEP 



, ERLC 



(Continued from page 220) 

5. Develop a documentation plan for maintaining records 
of all work, which may include: . 

- records management system for maintaining copies 
of contracts, work plans, costs, and production 
data 

- field testing plans, data, and suimiaries 

- proof of compliance with federal or state 
regulations (use of human subjects, photo credits, 
and releases) 

- publishinglnd copyright information and data. 

6. Develop and schedule "reality checks" on time and 
monetary expenditures, 

7. Develop an evaluation plan for development, testing, ; 
and dissemination of any materials produced, 
including: 

- prioritization considerations 

- appropriateness for target population 

, - whether materials are appropriate for other than ■ 
the target audience (general izability) 

- cost-effectiveness of materials 

- effectiveness of instructional intent of materials. 
JSee 4.0, evaluation) 

8. Assign staff to appropriate tasks as laid out in 
flow chart. 

* ERIC - Educational Resources Information Center 

** ERIC/ECEA - ERIC Exceptional Child Education Abstracts' 

*** HTIS - National Technical Information Service . 
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11.1.3 Monitor the preparation for and progress of development of instructional materials 



1. Will staff menters be expected to be self- 
monitoring or will this be a group process? 

2. Will monitoring be a continuous or a periodic 
activity? 

3. -What alternative or innovative formats are available 
for records managing and monitoring? 

i Which staff member in the LRC will be responsible 
for supervising the monitoring activities? 
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STEP-BY-STEP PnilES 



1. Establish a r^ealistic time line for monitoring 
activities .and meet it! 

2. Develop. a monitoring schedule appropriate to the- 
individuals and procedures of the LRC. 

3. Review "examples" of forms and procedures which are 
used in other projects, agencies', or businesses. ' 

4. Determine responsibility for supervision. 
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TIISII ll.,1.4 Supervise formative and swative evaluation of instructional materials prototypes 
(See 4.0, evaluation) 



COHSIDEMIIONS 



1. What type of evaluation is most appropriate and will 
yield the desired information? 

2. What will be the criteria for selecting a target 
population for evaluation activities? What will be 
the procedure for selecting that population? 

3. What kind of supervision will be required? Who will 
be responsible? How much supervision is necessary? 

4. Are financial and time constraints being considered 
in carrying out the evaluation? 

5. Are there benefits to be gaitied by both participants 
and the LRC? 

6. Does the target population correspond to the 
education group and objectives of the product? 



!0 



STEP-Sr-STEP PROCEDURES 



1. 

2. 
3. 



Review the literature on evaluation of similar 
instructional materials. 

Identify one or more appropriate models. 

Include the following in developing evaluation 
procedures: 

- select consultants who are considered experts 

- determine time/effort expectations from consultants 

(or) 

- determine field test sites 

- select field test supervisor or consultants 

- select target population for field tests 

- determine benefits for participants 

- determine time and effort expectations from 
participants 

- determine time involvement and expectations of 
the monitoring staff. 



4. Assess financial and time constraints, considering: 

- target population availability during particular •;: 
time periods or specific dates , 

- overconmitment of staff time to activities; 

■ availability of sufficient time from participants 
for requirements of evaluation model" . 

- adequacy of population sample (geographic/age/ 
functioning level). 

5. Specify and identify the population which is to-~ 
participate in the evaluation. 

6. Contact prospective educational agencies to obtain i v 
permission to , invol ve teachers and students in_t_he . 

""■evaluation'. ' ' ~;"7" . ^ 
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'Strategij U,2 Coordinate reeeccpch md mlmtion inveatigatiom ofrntmotioml 
^mteviaU fov si^Bcial eduoation 

Task 11.2.1 Develop justification and procedures for research and 

evaluation activities relating to instructional, materials 
utilization 

Task 11.2.2 Initiate the collection of information and data on 
research and evaluation activities relating to 
instructional materials utilization 

Task 11.2.3 Organize and store or publish information and data which 
has been gathered for use by LRC staff, patrons, or 
advisory group 
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11.2.1 Develop justification and procedures for research and evaluation activities 
relating to instructional materials utilization 



1. Do LRC policies and regulations provide for 
engaging in such activities? If not, should they 
be expanded? 

2. Have the local needs for research and evaluation 
data been determined? 

3. Is such information or data available from other 
sources? 

4. What is the capacity of the LRC to conduct research 
and/or evaluation to determine the effectiveness of 
instructional materials? Consider: 

- staff priorities 

- staff time 

- staff expertise 

- funding 

- study sites/subjects 

5. For what audiences is the data intended and how do 
they ask their questions? 

6. What are the concerns of potential audiences 
relating to research/evaluation efforts? 



1. 'Identify and list LRC data needs as they relate ' 
to the effectiveness of instructional materials 
for special education. 

2. Establish special education instructional materials 
usage needs: 

- of LRC 

- -of local education agencies ■ 

- of state or professional education agencies who 
publish such information. 

(Also, see 15.0)-.. 

3. Review library, information center, and agency 
information collections. 

4. Determine the jxtent Jo jhich, LR,C.ies.o 

available to support such research/evaluation 
efforts: 

- available staff time 

- available expertise 
■ sufficient funds 

• available field resources, e.g., test sites, 
teachers, students. 

5. Determine and list the audiences for whom the data 
are intended, keeping in mind that some audiences 
will request or require the data, whereas other 
audiences may need to have the existence and 
substance of the data brought to their attention. 



(Continued on page 22() 
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11.2.1 Develop justificaticn and procedures for research and evaluation activities 
' relating to instructional materials utilization (Continued) ^^^^ 



f>lt !''»' W'?rJr ^^^^^^^^^ 



ERIC 



STEP-ey-STEP 



(Continued from page227) 

6. Relate LRC needs to the various audiences, noting 
what benefits can accrue to the LRC from the 
presentation of valid and reliable data. For 
example: 



Audience 
District Administrators 



Patrons 



LRC personnel 



Funding agencies 



The professional com- 
munity (via the profes- 
sional literature, 
conventions, conferences) 



(Continued on page 229) 



Benefits to LRC 

Funding support, program 
growth and development 

Increased opportunity 
to provide services 

Upgrading of LRC 
materials-related servic 

.Mdi.tion.aLfinancjal___ 
support 

Professsional exposure 

Opportunity to contributi 
to the field 

Opportunity to contributi 
to the body of knowledge 
related to instructional 
materials. 

327 



228 



WSK n.2.1 .Develop justification and procedures for research and evaluation activities 
. - relating to instructional materials utilization (Continued) 



ERLC , 



STEP.By.SUP PBOCEDORES 



(Continued from page228) 

^ Contact potential audiences to determine their 
concerns related to this matter: 

- teachers (LRC patrons) 

• Advisory Board ■ ' . 

- district administrators 

- regional programs (ALRC/RRC) 

Develop a study analysis guide and checklist for 
analyzing the studies reviewed. 

5. Document the inputs acquired from knowledgeable 
human or print sources, using standard bibliographic 
format. 

^^•^ Using Je.fjnding'sfromJhe.reviewj^^ 

and contacts with other individuals, agencies, and 
, organizations, design studies as needed. 
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^[ 11.2.2 Initiate the collection of 

relating to instructional materials utilization- (See 5.3, maintaining LRC records). 



WDEIUTiS 



1. What outside expertise is needed/available to 
assist the LRC in conducting such research? 
Consider the experiences, reconmendations, and 
findings of knowledgeable individuals who have 
been involved in such studies. 

2. Are models for such activities available for staff 
and other users? 

3. Have LRC staff developed a format for storing and 
retrieving data which has been gathered? 

4. Is the data gathered organized in such a manner 
tfjat it can be systematically and easily applied 
to information requests from patrons or governance 
bodies? • 

5. Is consideration being given to organizing and 
— puMishing"findings"for-use-by"Others?-For-e(itry- 

. into the ERIC system? (See 11.1.1 for justifying 
the development of instructional materials.) 



STEP-B¥-S1IP PROCEDURES 



1. Identify and contact experts in the information or 
special .education fields. 

2. Review the literature on instructional materials. 

a) Select staff members to do literature^searches 
according to their interests or areas of expertise. ' 

b) Establish searching time lines. , • 

c) Construct the search descriptions, using descriptors " 
from the terminology of the appropriate data bases' 
thesaurus if, possible _ , 

d) Utilize the formats of appropriate data bases as ■ 
models, e.g., ERIC, ERIC/ECEA, NTIS, University 
libraries. 

---e)-eontact-agenciesrorganizations7-and-individuals~^ 
who would be likely to have information related , 
to such studies. :~ 

f) Examine relevant studies for valid and reliable : 
findings. 

■ ■■ . \ A 

3. Determine and list the various purposes to which the iS 
collected data will be put. Show effects the information 
or data will have on: ,S 



■ the purchase of new materials 

- LRC 1 istings of recommendations about materials 

for specific purposes 

(Continued on page 231) 
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11.2.2 Initiate the collection of information and data on research and evaluation activities 
relating. to instructional materials utilization (Continued) 



CONSIDEtAIIONS 



STEP - By - STEP PBOCEDOffiS 



(Continued from page 230) 



3., - the updating and maintaining of a current 
LRC collection 

- inservice training related materials use/ 
demonstration 

- LRC accountability to fiscal or governance 

bodies ^ ^ 

- the promoting of LRC services 

- the generating of support for the LRC from 
patrons, or from administrative or financial ■ 
bodies . 

Vthe re-evaluation and revision of LRC program 
and goals. 

4. Build a documentation file or bibliography of search 
results after determining a standard bibliographic 

.■. format. . and .information storing system.,„ Use„cai"d, : 

sheet, or computer format, and insist that all ' 
information be entered on standard forms.: (See 



5. Maintain a file of professional journal editorial 
requirements and professional organization presenta- 



n.2.1) 



tion guidelines for use by writers and information 
users. ■ 
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TASK 11.2.3 Organize and store or publish infomiation and data wh" 


ich has been gathered for use 


by LRC staff, patrons, or advisory group 




CONSIDEUmS 


STEP.By.STEPPKDOIlES 



1. Has the LRC detemiined the best ways to "publish" 
information and' data for users? What reporting 
procedures and formats are best suited for the 
various audiences: 

- graphic 

- narrative 

- statistical 

- descriptive 
-multimedia? 

2. Should the LRC "publish" its own materials or 
contract for such services? 

3. Should the LRC disseminate its own publications 
or find another agency to do so? Consider the 
entry of materials into the ERIC system (which 
assures broad awareness and availability at no 
cost to the LRC) and/or contracting for dissemina- 
tion services with an outside agency such as a 
nailing service or advertiser. 

4. How will dissemination records be kept for fiscal 
or republishing purposes? 



1. Depending on the audience, determine the reporting 
procedures and formats that are most likely to be 
best received by the various audiences. For example: 



2. 



District Administrators 



Patrons 



Statistical analysis of 
the data 

Graphic presentation of 
the data (multimedia) 

Narrative presentations 
of the data including 
case'studies, testimonials; 
ia) . 



LRC personnel 



Professional coiununity 



Any or a combination of 
the above, as determined 
by the LRC 

Any of- a. .combination, of 

the above, depending on 
the situation: publication 
in a professional journal, 
presentations to conferences/ 
conventions. 



(Further information on the above should be gathered 4i 
from literature searches or from contacts with local . 
advertising agencies or printers/publishers agents.) 

The LRC should decide whether its publishing policy 
coincides with its materials development policy. If ;l 
so, a cost analysis should be developed based on 335 
in-house versus contracted publishing and dissemination i 
costs. '■\4 



[Continued on page 233) 



232 



■WSK^ il .2.3 Organize and store or 
15:; \ by LRC staff, patrons; or advisbi^ gr^^^^ 



use 



■ ' ■ f ■■ ;■ ■ 



■:•)'''•■; t'S 



CONnTIOIIS 



9' 



SnP-BV-STEPIIinilES 



(Continued frou page232) 

3. After developing such a cost analysis, determine 
■ whether publishing will, be feasible; and ;if:,so, 

whether to use in-house publishing, or contract 
with an outside agency. 

4. If .publishing will be contracted, the tRC will, 
work with printers/publ ishers.to develop bids for ; 
contracted services, in which the [RC and contractor 
determine who does what by when and for how much. ' 



5. 



on a quarterly basis by the LRC in such . a way ;that . . 
the LRC can measure who bought what when, and for . ■ 
how much. LRC records files should contain original .4 
camera-ready copy and several finished copies of each;- .-si 
product for historical and reprinting purposes . ; • ■ '! 







FUNCTION 12.0 MANAGING THE ACQUISITION AND CIRCULATION OF INSTRUCTIONAL MATERIALS 



Stmtegij 12.1 Specifij pweedms for tk seUotion and aoquisitim of 

instmQtiomlmdkandmtenahtktk^^ 

LRC's dbjeotives and smioe fmcUons 

Stmtegij 12.2 design jprocedms fov posessing instmotiml media and 

mtenals acquived for eimktion ■ ■. 

Strategy 12.d Detemke ]physioal armgemts fov organizing and shelving 
instmotional mdia and matemls 

Stvategij 12.4 Establish policies and pweedms fov loaning instmtional 
media and mtenals 

Stvategij 12.5 Specify pvocedxces fov vepaiv and veplaoement of instvuctional 
media and mteviaU due to ueaPy.d}my.ov accidental ' 

INTRODUCTION 

This Function presents detailed and step-by-step guidelines for establishing criteria for 
selecting, requisitioning, receiving, cataloging, labeling, storing, loaning, and repairing 
instructional materials for special education. It was written: in relationship to tlie 
remainder of the Manual , but it is one of the few Functions which probably cool d be used 
successfully in isolation. The LRC would be cautioned, however, that such cms ideratiofis 
as personnel (6.0), planning and budgeting (3.0), and physical space (7.0) sliould be taken 
into account when performing the activities of this Function. 



■ Stmtegij 111 Speciff-pvmdms for tk selection md aacjuisUim of mtTuctiml 
mdia ond mteriaU that best met tk LRC's objectives md senioe 
fmiions 

Task 12.1.1 Determine material needs of LRC patrons and identify 
standard and specialized selection aids and evaluative 
tools to be used in selecting materials 

Task 12.1.2 Identify sources that produce and/or distribute special 
education materials , ' 

Task 12.1 .3 Establish criteria for the selection of materials 

Task 12.1.4 Obtain materials that meet criteria 

Task 12.1.5 Design a system for receiving materials ordered ' 



WSH . 12.1.1 Deterinine material. needs of LRC patrons and identify standard and specialized 
selection aids and evaluative tools to be used in selecting materials 



1. What materials are necessary to adequately fulfil the 
needs of the users? 

2. What materials are needed to adequately supplement 
and complement current and projected' programs? 

3. How much money is available for purchasing materials? 

4. What bibliographies, specialized lists, ^and review 
publications are there to aid in identifying 
currently available materials? 



1 . By means of circulation records, user requests, needs ■ 
assessment data, and personal observation, determine 
basic user needs and desires. 

2. By examination of current. curriculum plans, scope 
and sequences, and descriptions of current and 
programs, determine needs generated by the curriculum. 

3. Determine in which general areas of the collection 
materials are needed. (See 12.4.5 for evaluation 
of collection.) 

4. On a priority basis, divide available money among 
weak areas. 

5. Determine "which selection and evaluation aids will 
be most apt to list materials staff will want to 
consider for puchase. 

6. Choose materials from selected aids. Maintain 
a consideration file on potential additions to 
the collection (i.e., there is not enough money 
or demand now , but , the materi al 1 ooks good) . 
Update this file constantly, 



eric; 
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\C.\.l iaeniiTy sources inai proauce ana/or aibtruL^uni spetiai cuuwuun maici iaij 

COmtllONS STEP'BI-STEPPHDffi : 



1. What media formats are desired: 16 im; 8 m; film 
strip; transparencies; games? 

2. What sources of materials and information on 
materials are available locally? 

3. What other LRCs have similar purposes and/or 
clientele, and what are their lending policies? 

4. What catalogs or lists -are available from teachers, 
administrators, publishers, and professional 
organizations? 

5. What publishers services are available (e.g., 
catalogs, use of representatives for previews 
and demonstrations)? 

6. Understand and adhere to publishers' policies 
regarding obtaining materials on approval. 



m 



1. Obtain materials catalogs from other centers. 

2. Obtain publisher addresses and policies. Maintain, 
update, and correct this information. 

3. Obtain representative names, addresses, and phone 
numbers. 

4. Prepare form letters requesting catalogs from 
puVlshers, jobbers, and institutions. Maintain 
current updating. 

5. Arrange catalogs alphabetically by publisher's name. 
House these so they are accessible to patrons and. 

, stafjf, e.g., vertical magazine shelf files {Princeton 
file! with alphabetical lists attached to each 
file. 

6. Obtain additional information - lists, reviews, 
user reactions. File so that information is 
retrievable by format or subject. 
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CONSIDEUK 



STEP^By-STEPPBOCEDyilES 



1. Who are the target populations for materials and 
what infomiation is needed regarding them: 

, • types of children, numbers of children, numbers 
of teachers 

- instructional levels/interest levels 

- methods of instruction used 

- instructional needs of children or teachers 
■ curriculum needs of population (academic skills, 

one academic area more than others, career 
education materials, cultural identity, self- 
help, social skills)? 

2. What is the total budget for acquisition of 
materials? What are the top priorities according 
to the area of greatest need? 

3. What are the policies and objectives for the use of 
materials: 

- photo copying of copyrighted materials 

- loan service for materials examination 
. - support for high cost/low use materials 

- policy on use of consumable materials for 
instruction (drill sheets) 

- long term loans for particular instructional 
uses (e.g., field testing on unique population, 
use of larger programs)? 

4. What are the usability and durability factors: 
■portability 

- durability: reusable vs. consumable 

- flexibility:, use for several ! evels, purposes 
• clarity of directions for use 

;ERJC"nued on page 242) 



1. Examine locally developed selection criteria. 

2. Assemble input from clientele, subject specialists, 
and LRC personnel. 

3. Examine relevant use-rate data from other LRCs. 

4. Develop criteria checklist. 

5. Based on criteria, determine the appropriate 
apportionment of materials by user need, grade level, 
subject, and curriculum areas; select materials 
accordingly. 

6. Determine the number of copies needed (based on 
use rate and number of teachers). 

7. Examine hardware available in the local area 
(e.g., audio-visual projection and recording 
equipment). 
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CONSWIONS 



STEP-BY-STEP PROCEDURES 



(Continued from page 241) 



4. 



- amount of adult supervision required 



- attractive and interesting to children 

- kit parts useful as separate units 

- replacement prices and pieces available? 

5. Do materials require machines or hardware, and, 
so, are they available for use? 

6. Are the objectives in line with district goals, 
accepted instructional sequences and long range 
programs? 

7. Have other local, state, and federal materials 
sources been examined for purposes of sharing' 
materials and/or coordinating services? 

8. How will the LRC function in the total 
instructional materials service pattern (school, 
district, intermediate district, state, and 
region)? 
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STEP -BY -STEP PROCEDURES 



1. How much clerical time is necessary? 

I What are the local agency office procedures and 
forms for ordering (central, individual)? 
(See 8.1.3 for processing purchase orders.) 

3. What is the local agency or office procedure for 
record keeping on material receipts received? 
(See 5.3 for record keeping.)? 

4. What is the local agency procedure on bid items 
(usually large expenditures)? 

5. Determine which items need to be ordered on 
approval. (See 12.1.2), 

6. Order as early and as frequently as possible, as 
materials sometimes arrive incomplete, must be 
back-ordered, or are otherwise delayed, 

7. Responsibility for materials ordered on approval 
• for review should be designated to one persor; to 
avoid confusion and unnecessary purchases. 

8. Orders should be made by one person or LRC in the 
, local Region, and shipped to this one person or 

LRC for distribution. 



ERjC V 



1. Determine and verify all needed information on 

. order to avoid delay or, confusJon. If necessary.,: 
redesign ordering procedures or forms for LRC 
ordering needs. 

2. Follow ordering procedure established in the local 
agency or design your own and obtain authorization 
to use it. 

3. Obtain or create forms for requisitions. Review 
forms used by other local agencies for best and 
worst features of each. 

4. Type ordering information on the forms. - 

5. When necessary, submit information to a central 
ordering agent for approval or processing. 

6. Send out the forms, keeping a dated copy of all 
■ orders. 



12.1.5 Design a system for receiving materials ordered 



1. The length of time between ordering and receiving 
materials varies from ona week to six months. 

2. Materials from one order may not all arrive at the 
same time. Is there a need for a back-ordering 

-poli cy , - a - cancel 1 ati on - pol-i cy, and/or^ a -paymen t-of 

invoice policy? 

3. What is the best system for storing and filing 
orders for use by receiving clerk? How can the 
system be flagged for back orders, delays, 
"out-of-stock, please re-order later" and other 
publisher actions? 
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1. Establish a routine to ready materials for 
processing. 

2. Keep communication with Budget' Officer open 
regarding cancellation and refunds. 



3. Write a section in the Procedures Hanual which 
includes; 

■ orders partially received 

■ materials back-ordered 
- materials cancelled 

• re-ordering out-of-stock and out-of-print 
materials 

■ subscriptions or periodically received materials, 

4. Design a filing system for all completed orders 
(Fiscal Report File): 



/ 



file by puchase order number, date, or main 
entry (cross reference whenever possible) 
document received materials and actual expendi- 
tures for audit purposes; reconcile with encum- 
brances if necessary 
if pertinent, annotate shelf list. 



5. Turn over materials to cataloger. 
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Stmtegjj 12.2 design i^medms for ]proce38ing insimctional miia md mtemls 
accjumd for eiveuhtim 

-4a5kl2-.2.1 rSelect~or-developa-ca^^ — — 

the user with basic informati0?i about each item in the 
collection in a consistent '«r 

Task 12.2.2 Select a system of classification which will provide 
positive identification for each item and which wil' 
group items by subject 

Task 12.2.3 Establish procedures for labeling, stamping, and otherwise 
preparing materials for climt use 
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^^^^ ,-12.2.1 Select or develop a cataloging system which will provide the user with basic infornatio!) 
about each item in the collection in a consistent manner 



CONSIDEMTIONS 



SiP-By-STEP 



1. Is the cataloging to be done in the LRC or in a 
central processing center? 

.-2.— Whatelerents are..absolutely-.essenti.al,.for..positiie. 

identification of the item? 



3. What elements are desirable? 



4. Based on considerations 2 and 3, will creating yoi;r 
own sets of catalog cards provide your users with 
better access to the collection than buying sets of 
conwercially prepared cards? 

5. If you choose to prepare card sets tailored to the 
LRC's needs, is there money and/or time to either 
hire or train a professional cataloger on a 
permanent basis? 

6. Is there money to hire a consultant on a temporary 
basis to set up a cataloging system and train LRC 
personnel? 



1 . Determine where the catalog cards are to be created. 

2. Find out from the users exactly how they would like 
.,..to be able to retriev e the Items (i.e., by author, 

title, publishers, series)^ 

3. Decide on any special annotations which the cards 
will routinely carry (e.g., readability level). . 

4. Discuss needs with the professional cataloger or. 
consultant and arrive at the most effective format 
for the catalog cards. 

5. Document decisions as seems most efficient. 



m 



12.2.2 Select a system of classification which wilV^^^^^^^^^^^ 
foc each item and which will group items by subject ; 



STEP-By-STEP 



1. What are the characteristics of a good clas:iv'i- 
cation system: 

-flexibility 

- potential, for expansion 

- cl arity 

"-"siipTicTty ■ \ 

■ logical sequence 

■ validity 

■ potential for purging? 

2. What classification systems are available? 

3. What classification systems are being used by the 
local school media centers? 

4. What arrangement of materials is most efficient for 
the LRC, considering size of the collection, space 
available, circulation, user needs, and staff 
competencies"? 

5. Is ysur system to be open or closed (i.e. , is 
retrieval of materials to be by staff only, or by 
'patron as well)? 

6. Is there money to either hire or train a pro- 
fessional cataloger, or to hire a consultant 
to set up a system and train staff? 

(Continued on page 249) 

m 



1. Determine LRC needs; examine facility;, ascertain 
total (all full service components) collection 
size. 

. 2. Establish the skills competencies of personnel to 

''.l..cM?!9ed..wUh, se^^ ^ 

collection; " ^ 

3. Examine the existing standard classification systems 
(Dewey, Library of Congress) in light of needs and 
findings. Select one of these systems if it satis- 
fies needs and/or resources. 

4. Investigate the possibility of procuring assistance 
in the design of a non-standard classification 
system tailored to match the needs and findings. 
Either develop or make arrangements to have help 

in developing a new classification system based on 
your specific needs and resources. ' 

5. If a standard classification system has been chosen, 
ma|(e arrangements to employ someone skilled in 
developing such a system as well as providing 
training to LRC personnel in system use and mainten- 
ance. 

6. If such a standard classification system is found' to 
be unsuitable, make arrangements to employ someone: 
skilled in creating made-to-order classification 
systems as well as providing training. 
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12.2.2 Select a system of classification which will provide positive identification 
for each item and which will group items by subject (Continued) 



WIDEMTIONS STEP -By- STEP PmOBES 



(Continued from page 248) 

7. Use LRC needs as a basis for decisions about 
assigning ^an existing formal classification system 
or for creating an information classification . 

sy5.tem,.speclfjxallyJailo.ted,„to„UC„jeeds.. 

8. It might be liore efficient at times to create a 
classification system applicable to the entire 
LRC collection rather than having several separate 
kinds of systems representing various components 
(i.e., one system for child-use materials, one for 
information materials, one for diagnostic materials, 
or one for training materials). 
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12.2.3 Establish procedures for labeling, stamping, and otherwise preparing 
materials for -client use 



STEP -By -STEP 



1. Space should be allocated for materials processing 
which should include a restricted entry arrangement 
to safeguard materials before processing. 

2. Marking materials with a property stamp identifies 
the materials as belonging to the LRC. 

"3:"Stamp''deslgrrshTuTdlll¥drLlC"¥m^^^^ 

phone number. A logo might be included in a stamp 
design. Consider a small stamp for small part 
marking. 



4. Label should carry complete classification number. 
Include this information on the card pocket and 

, circulation card as well as making it clearly 
• visible on the spine or outside-facing surface of 
the material.' 

5. The shelving design will somewhat determine the 
I . label position on items; outside-facing area, not 

top, is recoiimended for easy visibility. 

„6..Jther local procedures should be checked for ■ 
compatibil ity or^ improvement of process. 

7. Staff tasks should be analyzed, to establish an 
fifficient processing system. Most handling of the 
materials! can be done at the same time. 

8. It might be important to process materials quickly 
!362 ^° ease and efficiency are crucial. 

(Continued on page 251) 



1. Establish procedure needs' (in conjunction with 
other local library/media centers) around LRC goals 

2. Outline the procedure if} a step-by-step form, with 
examples, and include it in the procedures manual 
well as on a large wall chart. 

""'3^ Determine 'supp^^ 

library supplies catalogs. 

4. Process examples of materials to check feasibility 
of procedures: time, staff, adequate supplies, 
process. 

5. Revise procedures as necessary. 
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I'M 12,2.3 Establish procedures f^^ preparing , 

materials for client use (Continued) 

COWMIK STEP-By-STEPPROCEDOE^^ 

^' ■' ' — . . - 

;.V i : ■ , 

(Continued from page 250) 

;o : ■ 9. Consider which materials need to be packaged for 
>:'... circulation and storage (teacher-made and LRC- 
C produced materials). 

: «10. Don't break up kits! Re-package as a unit if 
* necessary. 




f 

Stmtegij J2J detemne ph^eicd arrmgemts for organizing and skiving 
ksimtioml mdia and mtemls 

Task 12.3.1 • Project the shelving and storage ynit need for materials 
storage 

Task T2.3.2 Prepare a floor plan model to aid in planning physical 
arrangements 

Task 12.3.3 Develop procedures for storing Eterials and maintaining 
the integrity of the storage system 
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1. Decide whether available space will dictate the 
storage method or whether storage needs will 
dictate space requirements. 

2. Check the project location for the possible spaces 
to be available, and for appropriate lighting. 

3. Instructional media come in sizes, shapes, and 
packages which require adjustable shelves. The 
position of an object may move with growth of 

the collection. Because of size problems, special 
modules or units of shelving may be needed. 

4. In addition to the shelvinc specifications, there 
are materials organization choices which dictate 
the kinds of storage units: - 

- if al'i filpistrips are together, there are 
special cabinets available; similarly, records, 
tapes, and films, if stored by medium, can be 
housed in specialized containers 

- if the materials storage is integrated, i.e., 
not divided by format, 1;he mixture of media 
requires different units which can acconodate 
the shapes and sizes and still leave materials 
visible and easy to reme from the storage unit 

5. If patrons are to retrieve their own media, dif- 
■ ferent considerations for storage units may be 

required, e.g., consider age, size, and handicaps 
of users, If staff do materials retrieval,jore 
compact storage can be used. 



(Continued on page 256) 
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1. Find out how much money is available for set-up, 
and plan layout accordingly. 

2. Estimate how much storage space will be needed - ■• 

based on: 

- size of collection -- current and projected 

- space use priorities - where the 5taff has 
decided to place emphasis - work, storage, 
traffic, or materials examination 

• - size, shape, and limitations of room -- current 
and projected expansions 

- shelving arrangements for materials. 

3. Discuss projected requirements with all staff. 

4. Browse through library supply catalogs or library 
surplus items (state, school districts) to look at 
storage options. 

5. Consider the options of building or having built 
some storage items. 

6. Visit other LRCs, to visualize the space needed 
for the projected collection. Consider carefully 
the size of the room, efficient use of space, space 
between shelves, space between items on shelves 
aisle space, and the relationship of that to the 
mass of storage units (number, sizes, position). 
These relationships tend to influence how people 
move through the space, how pleasant and well 
illuminated the place is, and how efficiently the 
functions of the area can be combined. , 
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ttSK 12.3.1 Project the shelving and storage unit need for materials storage (Continued) 



CONSIDERATIONS 



SIEf 5y-SfEPPKDyilES 



(Continued from page 255) 

6. It is often helpful to make a choice about which 
is more important: work space or storage space? 
Then the relationship can be planned to reflect 
that choice. 

7. Check with safety standards specifications, 
including fire department regulations, e.g., 
cardboard shelving may be illegal. 

8. Consider the possibility that jour floor nay tiave 
to be reinforced as you add more shelving. 
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CONSIDERATIONS 



STEP-ey-SIEP PBOCEOyilES 



1. A model allows for instant rearrangement of units 
constructed to scale -- it is much simpler to play 
with and better than a drawing for visualizing 
spaces and relationships. 

2. The model is constructed from dimensions taken from 
the room, from standard storage units, and from 
projected shelving and storage needs ideas. 

3. If a model is not possible, then sketches or 
drawings are helpful to find the most convenient 
and efficient arrangements. 

4. You may have a space and some storage capability 
which will do ijntil_ the collection grows. If 
this is the case, information about space and 
shelving can be gathered for a future construction 

' ' of ideal space from the activities and results of 
that presently used space. 
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1. Select patterns desired for shelves, drawers, 
cabinets, desks, tables, electrical outlets, 
doors. 

2. Take measurements of the items and of the room space. 

3. Construct a scale model of each piece so that the- 
pieces can be rearranged. (Cardboard boxes, ■ 
notebook pad backs, poster board, balsa wood, and 
clay are optional materials.) Construct a model 
of a human figure in the same scale. 

4. Move units around awj check with human figure needs 
until an arrangement seems right efficient, 
pleasant, comfortable, and congruent with LRC goals 
for service and activities. 

5. Begin to implement model structure with purchase, 
building, acquisition of storage units and 
arrangements . 
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WSK 12.3.3 Develop procedures and mat^tatning % integrity of the storage system 




1. How is the organization of the 

going to put materials in paf'^i'' jijii^^^ Eiy 
the shelves where they will be &i ^o^^ 
whoever (staff or client) looks ^^y' 



- by acquisition number 
-by a shelf code 

- by media 

- by subject 

- by learner objective? 



2. Label shelves to expedite mateH^ ^^^je^^'' 

3. In the case of a small LRC wher^ j siin| 
materials are games, kits, flasfi ^^A aj^,^g 1^^ 
items instead of books, shelving /aK Jg^'iah] 
conveniently, taking into consi''^ I ^ 
space, use patterns, and items ^ 

4. Consider adequate -storage for m f 
the storage system. 
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!• Select a classification system which will locate 
materials logically on thg shelves. 

2- Specify by chg^t or handout how the code on the 
"inerial relates to the position of the material 
On the shi^lf. 

3- Ensure that a]^ j^gff are trained in the shelving 
System. 

4. Designate a Veshelving" or "used material" table, 
designate staff to res^elve returned items. 

5- Select a staff inember to conduct in-service training 
for groups who use the collection, and to coordinate 
fining of clerks who res^elve materials. 

6- han for systematic checks on accuracy of shelved 
materials. 
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Strategu 12, i EstMish policies mi pmedin'es for loaning instmstiml 
media md mteviaU 

Task 12.4.1 Develop procedures for identifying eligible clients 

Task 12.4.2 Develop loan policies to guide LRC clients, staff, and 
inter-library circulation 

Task 12.4.3 Develop procedure for receiving and responding to all 
requests to borrow materials 

Task 12.4.4 Design policies, procedures and forms for dealing with 
overdue materials 



Task 12.4.5 Design a system for receiving and checking condition 
of returned materials 

Task 12.4.6 Develop a policy for determining client responsibility for 
lost, destroved or stolen materials 

Task 12.4.7 Design a system to collect circulation usage data 
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12.4.1 Develop procedures for identifying eligible clients 



1. The field of clients may include all teachers, 
parents, administrators, children, and coimunity. 
If the group of materials is large enough to reach 
them, fine; if funding patterns include them, fine. 
Otherwise, when starting out, pick the group the 
LRC is designed to serve and concentrate on serving 
them well. Expand later. 

2. A client list or registry is helpful in knowing the 
situations in which the materials will be used. If 
it is designed to, the registry can also provide 
child-related information about level of learning 
problems. 

3. The act of registering' and filling out forms is one 
step showing willingness and commitment for those 
who register; services are opened and their needs 
and willingness to cooperate are stated. If there 
are those who protest (silently or aloud) against 

a registry, can you utilize their protests as 
information about what services the LRC may need to 
provide? What is concerning them as teachers, and 
is that concern and need within your capability? 

4. A registry can also be the beginning of a mailing 
list. (See 15.3 for mailing lists.) 



STEP -By -STEP PROCEDyBES 



1. Ascertain the geographical boiindaries of the 
service region. 

2. Ascertain possible service potential in order to 
shape the size of the group you can begin serving. 

3. Determine what information is desired and design 

an appropriate registry form suitable for surveying 
both visiting clients and those in the field. 

4. Obtain teacher lists and administrators' nafiies from 
school districts and county superintendent'. 

5. Conduct meetings, design and disseminate •■MU^)nnaire 
and make public appearances whenever m&^i to identif 
clients through publicity. 

6. Contact community organizations for lists of parents, 
legislators, volunteer workers, and homebound 
clients. 

7. Design a ready access filing system for storing 
client profile information. 

8. Design a method for updating registry information 
and schedule periodic revisions. 
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1. • The following realities may limit the circulation 
of materials. It is helpful to understand these 
limitations before requests make policies unstable. 

- Small collection. There may be only enough 
materials for specialists. There may be enough 
for limited use by special education teachers. 
There may be a collection more useful to one 
group than another. There may be equipment 
limits (e.g., Hoffman, Systems 80, and Language 
Haster). 

- Financial and grant obligations. Title monies may 
have limits for programs and teachers eligible to 
use the materials. Most of the time, these limits 
are not a problem, but the staff should know about 
the rules for special cases. 

- Collections tied to a philosophy or curriculum or 
special project. These limits are realistic and 
useful . Frustration is common when someone 



"outside" cannot be acconodated, yet the purpose 
of the collection has been directed to a particular 
group wdich may depend on the availability of 
materials. 

2. Ways to work when limitations exist: 

- Booking items ahead (e.g., tab system or 
computer) allows items not in immediate use 

(Continued on page 263) 



STEP-BY-STEP PKDB 



1. Assess collection in terms of time needed to use 
specific items, as some programs require more 
than the usual check-out period. 

2. Identify the population to be served: keep in 
mind special grant or title money considerations. 
In planning who gets service, consider special 
education teachers and staff who will use 
materials. 

3. Set up a policy with the staff which contains the 
following decisions: 

- who gets first choice: specialists, special 
education teachers, regular teachers, parents. 
For smaller LRCs: large or small schools, 
rural or district schools; 

- how to respond to others with lower priority; 

- which items are to be included in the priority 
list and which are not; 

- a booking or reserve system. 

4. If possible, develop policy regarding the sharing 
of material between state and/or regional LRCs. 

. (See 12.1.2 for sources distributing special 
education materials.) 
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(Continued on page 263) 



12.4.2 Develop loan policies to guide LRC clients, staff, and inter-library circulation (Continued) 



SIEP-By^STEP 



(Continued from page 262) 



2. 



3. 



to circulate freely and be accessible 
when someone needs them. 

- The staff, while working with materials, will 
notice use patterns . Some items move, others 
do not. Knowing the alternate and designed 
uses of the items will allow for substitutions 
and thus a greater range of available materials 
for users. 

- A short loan period, a long loan period, or a 
negotiable loan period depending on use and 
demand, should be examined for the needs of 
the people requesting the materials. 

All staff should know the policy for loans and 
understand fully why that policy has been adopted. 
It is important that clients receive information 
that helps them understand why they can or cannot 
have a material. It is important to let users 
(potential or current) know the policies. They 
will make requests if they know the service mi^ 
be available. The way the request is handled is 
important. A turn-down should and can be explained 
and understood. 

People will request materials if they know what is 
available. A loan policy helps staff respond to 
needs in a way that extends the usefulness of the 
collection. 



^^'nntinued on page 264) 
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4. 



(Continued from page 262) 

5. Write the policy down and make it easily available. 
Let everyone know tffe policy and be, consistent . 
Everyone needs to have the same commitment to the 
policy and to the reason it has been established. 
Materials and media are there to be used, but if 
wide use restricts someone else who has been 
designated as a user, then the policy should help 
guide staff in dealing-with the request. 
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12.4.2 Develop loan policies to guide LRC clients, staff, and inter-library circulation (Continued) 



(Continued from page 263) 

5. Determine how to deal with delivering materials 
to the users: courier, U.S.Mail, United Postal 
Service, or personal delivery. Allow for delays, 
but try to stay within a reasonable policy that 
make logistical good sense' for the target groups 
being served. 

6. Policy which relates to target (or priority) 
clientele and materials available is wise. Looking 
forward to expansion of either of those variables 
or both is instructive. 

7. If loan policies are consistent within the state 
and/or region, inter-library circulation may 

. become a reality. 

8. Be realistic about the number of teachers you wish 
to serve in relation to the materials available. 

If you have ordered and bought to acconodate them, 
fine; if not, keep in mind that some materials can 
be used in one day, others for a term. Keep in 

iiiind...eguipiiient.,needed..to..i;seihe.iiiaterials. Also, 

however, remember that kits may be useful in parts, 
and therefore, useful to more than one user at a 
time. If kits are to be circulated in parts, 
, catalog accordingly. 
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SIEP-By-STEP 
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SIEP-By-SIfP 



1. Who opens mail; who answers the. pkone; who is 
responsible for the desk durinflRC holjrs; who 
is responsible for packaging materials for 
distribution? 

2. Do the same people do the same job from day-to-day 
and what hours do they work? Do these hours 
correspond to the IRC hours? 

3. Is there a standard process for receiving each of 
the kinds of requests, recording them, and 
responding either with materials, confirmation of 
booking, or refusal notice? 

4. Is there a policy for how soon requests should be 
handled (e.g., one day or three days)? 

5. What distribution metho.ds can you accoimodate and 
what is most practical? Consider the cost, time 
factor, and size of package for each of the 
following: 

' ' - U.S. Mail 

- consultant delivery 

- coimiercial carrier (Greyhound, UPS) 

- walk-in 

- school or state delivery system 
- library bookmobile? 

6. What kinds of materials can be used for packaging 
(boxes, cartons, tape, string, newspapers), and 
where can they be efficiently stored? 

(Continued on page 266)' 
ERIC 
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1. Designate/staff for performing various operational 
functions. 

2. Establish procedures for responding to requests 
based on considerations. 

3. Acquaint the materials consultants with the 
concept of gathering and recording user request 
information. 

4. Work out (or select) request forms. Keep them handy 
for users. Make it easy to fill out the forms. 

5. Decide how the information will be recorded staff 
only, client only, or staff and client. (A check-out 
form in triplicate, is one solution.) Keep forms 

at the reference desk by the phone, as well as at 
the Loan Desk. 

6. Establish a policy for handling the requests that 
includes the following items. State them in the 
LRC Procedure Manual : ■ 

* - goal for service 

- who accepts the requests 

- hours LRC is open 

- record keeping systems 

, , .- client, responsibility . 

■ how the requests are to be filled \ 



(Continued on page 266) 
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M 12.4.3 Develop procedure for receiving and responding to all requests to borrow materials (Continued) 



(Continued from page 265) 

7. Does the LRC pay postage to the client? From the 
client? Both? Does the client insure returning 
items? Acquire postage-weighing scales and rate 
schedules. 

8. What receptacles can you provide for walk-in 
clients to transport materials: 

- obtain free shopping bags from commercial 
representatives, or department stores 

- keep packing boxes (cardinal rule: never throw 
away a shipping box) 

- if necessary provide plastic bags for smaller 
items on rainy or snowy days. 



m 



ERIC 



STEF-BV-STEPPROCEDOIIES 



(Continued from page 265) 

7. Maintain a budget account for shipping costs 
which includes an amount large enough to insure 
every package mailed. (See 8.1 for managing 
fiscal resources.) 

8. Establish ways to give users the information they 
need to rei^uest materials: time, check-out forms, 
and other needed information. 

9. Post procedures where they can be seen and followed 
easily. 

10. Implement the procedures. 

11. Honitor activities. Keep track of problems, and of 
costs. Review, evaluate, and revise procedures as 
often as it is feasible. 
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1. A prior understanding of the loan period by everyone, 
a standard fomi, and a set procedure can speed the 
processes for handling overdue materials. Keep in 
mind the time needed to deliver and return materials. 
Review loan policies. 

2. The public relations aspect of this task is very 
■ important. The way an LRC handles this problem 

relates to two ideas: 

- materials need to be available or readily 
accessible; 

- firmness and fairness are generally respected 
because people expect LRCs to watch out for 
materials - if concern is not shown, clients 
tend to forget to return items more frequently. 



1. Check to see what policies and procedures on, 
overdue materials the teachers adhere to at 
other local libraries. Decide to follow or 
innovate. Examine forms used in other LRCs 
and libraries. 

2. Sit down with regional staff, including materials 
consultants, and decide on a region-wide loan 
period. Discuss the purpose of the policies 

and the implications that they have on materials 
in circulation. Discuss reasons for extended'' 
loans and possjble forms and procedures for 
sending overdue notices - attending to time 
involved, flavor of the notices, possible 
penalties, and problems that occur when materials 
are late or not accessible. 

3. Decide on a policy for handling overdue materials, 
design necessary forms and include them in the 
Procedures Manual. 

.4. Monitor the procedures and modify as necessary. 
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12.4.5 Design a system for receiving and checking condition of returned materials 



1. Has the return of the material been noted according 
to LRC procedures? 

2. Is the material complete, in good repair, and 
clean? 

3. Is there an inventory listing of contents attached-'" 
to the inaterial in order to allow users to report 
missing items and the LRC staff to determine if the 
material is complete? 

4. Is there materials consultant time allocated for 
examination of returned items? Is it an LRC 
priority? 

5. Is there a place to put materials needing oarts or 
repairs? (See 12.5.1 for material repair.) 

6. Does the staff reshelve the materials? Do the 
patrons? (See 12.3.3 for storage system.) 
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STEP-BY-STEP PUyRES 



1. Decide how the material is to be checked in and 
include in the Procedures Hanual. 

2. Allow for a space to drop returned materials to 
keep them from melting back into the collection 
without being checked in, or from slipping out 
with another patron. 

3. Decide on a material examination procedure to make 
sure the item is complete, clean, and usable. 

4. Decide on procedures for handling "snags": materials 
which return without all their parts; "mysteriously 
returned but from whom?" items; stray parts missing 
from their original locations; materials which 
belong to other libraries or media centers. Include 
the procedures in the Procedures Manual . 

5. Designate methods to repair materials and a place 
to store them while waiting for replacements or 
time to repair them. 
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WSK 12.4.6 Develop a policy for determining client responsibility for lost, destroyed or stolen materials 
(See 12.5.1 for material repair or replacement) 



I What responsibility has the client for lost, 
destroyed, or stolen materials? 

2. What are realistic client responsibilities? 

3. Legally, what responsibility must the client accept? 

4. Does loss or extensive damage constitute negligence? 

5. What is the client's responsibility when a part of 
component of a kit is lost or destroyed, and the 
only way to replace it is buy an entire kit? 

6. Are funds avajliible to use for part or total 
replacement? 

7. Should consistent negligent use of materials 
result in suspension of that user's borrowing 
privileges? 
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STEP-BY-SIEPPRDCEDIS 



1. Explore the policies of other LRCs and adopt 
or adapt those pertinent portions. 

2. Develop your own policy. 

3. Evaluate and modify as needed, 
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12.4.7 Design a system to collect circulation usage-data, 
(See 4.0 for evaluation and 5.3 for record keeping) 



s 
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1. Time and simplicity are important. Gather data as 
a part of the circulation process. 

2. Investigate other LRCs' data collection systems. 

3. Some systems are designed to include data collection 
e.g., the continuous visible record file system 
(Tab cards), or self-carboning multiple page forms 
which can be filed when the material is returned. 

4. Useful information includes 

- how often materials circulate 

- how many materials circulate 

- which materials circulate most often 

- who is requesting, using materials 

- how are materials being requested: phone,, mail, 
walk-in? 

- how many requests were filled, booked later, or ' 
unfi liable. 

5. The information can be used to decide 

- which materials need to be duplicated 

" which materials are not being used and can be 
evaluated (see 12.5.4) Conent: If a material 
is not being used, it should not just be weeded 
out. Find out Wi it isn't being used and do 
something about it: update it or think of a new 
way it can be used. 

- what kinds of materials are most popular, and why; 
because they have attractive packaging 
because teachers know about them 
because they are worthwhile 
because students respond well 
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STEP.BV"STEPPKDy»ES 



1. After examining LRC philosophy, discuss with staff 
the information which can be extracted from circu- 
lation date, e.g.^: 

- who uses the LRC and when 

- for what purposes 

- how the LRC can improve and expand services to 
users. 

• 

2. Incorporate in the Procedures Manual a data collection 
system which can include a variety of inputs: 

- records of phoned-in, comments or requests 

- notations on circulation forms 

■ multiple choice comments on circulation forms 

■ periodic mailings of concise questionnaires to 
users. 

3. Design data collection procedures which might be 
manipulated either manually or electronically to 
extract various types of data. 

4. Use discretion when mixing data types (circulation 
info, client or demographic info, statistics for 
other purposes) on the same-part of a data gathering 
instrument, v. 

5. Data collection should be an on-going process with 
periodic evaluations of the data. • 

6. Analyze data collection procedures at regular 
intervals. 

1* ^« 
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Stmteg^ 12.5 Specift ^voeekpes fov repair md i^eplaoemt of mtmcticml 
mdia end mteviaU due to mo^i dhmi ov acoidsntd damge 

Task 12.5.1 Establish criteria for determining when a material is 
in need of repair or replacement 

Task 12.5.2 Develop procedures for retaining repair services 

Task 12.5.3 Develop procedures for packaging of instructional 
materials to minimize damage 

Task 12.5.4 Develop procedures for analyzing and evaluating the 
collection 



12.5.1 Establish criteria for. determining when a material is in need of repair or replacement 



1. Uhat constitutes damage: 

- workbooks or manuals written in 

- missing items 

- broken pieces 

- mutilated or missing packaqinj 

- AV software damage, e.g., faulty sound on tapes or 
records, scratched films, filmstrips, or 
transparencies 

- lost directions for use or missing Teacher's 



2. Does damage interfere with the original intent of 
the material and the stated purpose of the IRC, 
e.g., materials preview or evaluation? 

3. Does the use. rate of the material warrant repair 
or replacement? (See 12.5.4) 

4. Determine what portion of your budget can be 
reasonably used for repair or replacement. 
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1. Establish criteria for repair and replacement 
(See 2.5.4): 

- damaged beyond use 

- repairable 

- usable as is. 

2. Determine procedures and put them into LRC 
Procedures Manual . 
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k.o.d ueveiop proceaures Tor retaining repair serviceb 



1. Explore the possibility of hiring CETA or work-study 
■ people to repair materials (low cost). 

2. Are there local volunteer groups or agencies such as 
the YWCA, Senior Citizens, High School clubs, or 
State Penitentiary inmates who would assist in 
repair activities? 

3. When deciding whether to use volunteer groups, be 
sure to. consider the cost of training and 
supervision. 

4. Are electric or electronic repairs governed by 
municipal or union regulations for installation, 
use, and repair? 



STEP-By-STEP 



1. Determine which repairs should be done in-house and 
which should be done by outside agencies. 

2. Purchase a supply of needed repair materials for 
in-house repair. Haintain strict inventory control. 
(See 7.1.4 for inventory control.) 

3. Locate agencies or organizations that can provide 
repair services. 

4. Contract for services or arrange for volunteers. 
Provide explicit specifications and instructions. 

5. Schedule services with contracted personnel or 
volunteers. 

6. Haintain records on the following: 

- number of repairs provided by agency or organization 

- quality of repair 

- frequency of the repair use of the money 

- the efficiency (effectiveness) of the "repairing 
process as opposed to replacement, the frequency 
of repair per item, the down time that results 
from the repairing, and the cost-effectiveness. 
(See 12.5.4) 

- parts/materials 

- labor. 
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12.5.3 Develop procedures for packaging of instructional materials to minimize damage 



siEP-ey-STEP 



1. What sort of labeling can be attached to existent 
. materials to provide the client with "warning" 

information: 

- be sure switch is "off" before pulling plug 

- records and heat don't mix 

- put me back in my place in the box 

- the cord is part of the equipment 

- "inventory of contents" label 

- for use in LRC only? 

2. What commercial packaging is available for such 
items as: 

- cassettes 

- filmstrips 
-slides 

- records 

- combinations of the above? 



1. Examine procedures used by other LRCs and adopt 
or adapt them to fit your needs. 

2. Reinforce commercial packaging at all stress points 
at the time of initial processing and as^jeeded. 

3. Re-package materials if commercial'packaging is 
not designed for extensive use. (Teacher-proof 
and child-proof the material!) 

4. Attach "warning" labels. 

5. Evaluate the procedures and modify as needed. , 



3. Compare the repair-replacement cost of items to the 
relatively low cost of custom packaging. . 

, Preventive maintenance might be cheapest in the 
long run. 



4. 



How do other LRCs handle the packaging or 
re-packaging problem? 



siEP-ey-STEP 



1. How well is your collection meeting the needs of 
the users? 

2. What crite^.ia will be used to determine whether an 
item will be re-evaluated: 

- physical condition 

- copyright date 

- circulation record 

- content (e.g., racial or sexual stereotyping, 
inaccurate information)? 

3. Re-evaluation should be an on-going, systematic 
process. 
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1. Establish a schedule for re-evaluation (e.g., one 
subject area each month). 

2. Assemble materials necessary for responsible 
evaluation (e.g;, shelf-list, past and present 
circulation records, basic selection aids, 
consideration file, and repair records). 

3. Establish criteria. 

4. Analyze each item according to the established 
criteria. Remove for further evaluation any 
item which meets any one of the criteria. With 
the exception of content, no one of the criteria 
is necessarily justification for withdrawal. 

5. Decide whether the item is to be withdrawn or 
retained. Poor circulation may be the result of 
poor choice of subject headings, poor packaging, 
or inaccurate description. 

6. Decide whether replacement is necessary. 

7. Evaluate the procedures and modify as needed. ' 
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FUNCTION 13.0 OFFERING INSERVICE TRAINING PROGRAMS 

Strategij 13.. I hmde imwiee training pogrms for pmomel 
mrk with exseytmal cUldren 



INTRODUCTION 

This section outlines the activities necessary to conduct training prograitis for persons 
who are in the business of educating handicapped children. Inservice. training, is meant '■ 
to help improve or upgrade the skills of these educators in short sessions,, thus enabling 
them to maintain their regular class routines. In this Function. the LRC is directed 
through the procedures for establishing programs: from identifying training needs, to 
obtaining personnel and resources for conducting training, to preparing the content 
for training, and, finally, to evaluating and following-up the training sessions. Such 
issues as eliciting client behavior change and developing short and long range goals are 
discussed also. The other areas with which the Function should be coordinated are Needs- 
Assessment (2.0) and .Evaluation (4.0). 



Strategjj 111 Provicie insemce training pogrms for personnel ih wrl M 
exceptional oUl^m 

Task13JJ Identify training needs of ^^t^^^^^^ " 

Task 13.1.2 Identify resources and constraints for training programs' 

Task 13.1.3 Plan a total inservice training policy for the service 
area 

Task 13.1.4 Plan and deliver training sessions 

Task 13.1.5 Analyze evaluation data for use in updating training and 
provide for follow-up services 
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13.1.1 Identify training needs of the consumer population 
(See 2.0 for needs assessment) 



1. Based on the geographic service area, choose the 
population to survey; for example: 

a) total service area 

b) random sample 

c) stratified random sample 

d) key contact persons 

2. What needs assessment instruments are currently 
available and could be adapted for your use? • 
'Consider the following: 

a) does the instrument reflect information that the 
LRC needs (e.g., respondent's position, level of 
training, inservice needs and ..priorities)? 

b) are questions realistic in terms of what can be 
provided? 

c) considering, the population, can the instrument 
be easily, understood; is it simple enough to 
ensure completion? 

d) can existing instruments be revised for your 
use or must they be completely rewritten? 

3. What dissemination procedure will insure the 
highest rate of return: 

a) personal delivery and pick up (to individuals 
or contact persons)? 



'(Continued-oniage 284) • 



STEP-By-STEP 



1. Define and locate populations to be surveyed. 

2. Select an existing or develop a new need assess- 
ment instnjo^ 

3. Determine the dissemination procedure for the 
instrument. 

4. Analyze the results of the needs assessment. 



^283, •■, 
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STEP-BY-STEP PUUIIES 



(Continued from page 283) 

3. b) mailing (to individuals or contact persons)? 
c) combination of "a" or "b"? 

4. What time of year will result in the best return? 

5. How much time is necessary for delivery, completion, 
and return? 

6. Analyze assessment information in terms of: 

a) positions of respondents (e.g., special education 
teachers, regular education, teachers, administra- 
tors," resource personnel , aides , and parents) 

b) previous training of respondents 

c) tally of expressed needs and priorities on a 
scale from immediate to not at all ■ 

d) possible groupings to most efficiently serve 
the population 

: e) any other iteE covered in the assessment 
instrument. 



414 



415 



comnTioiis 



SIEP-By-STEPWEDIIK 



■ 1. What training delivery models are available to 
; ; meet your specific needs? Contact: 



a) federal sources 

b) national sources (e.g., Council for Exceptional 
Children and Closer Look) 

c) Regional sources (e.g., RRC and ALRC) ■ 

d) state sources (e.g., the SEA and other state 
organizations/unions) 

e) local sources (e.g., other resource centers, 
intermediate and local education associations, 
universities and colleges, and organizations/ 
unions) , , 

f) publishing or training companies 



2. What are the competencies of LRC staff to meet 
training needs? 

3. Refer to a consultant registry when training 
^ needs cannot be met in-house. If necessary, 
'establish a consultant registry considering 
personnel from sources lised above. Include 

a procedure by which the registry can be updated 
regularly. 

4. What relevant training materials are available? 
Consider: 

. a) own LRC collection 
b). materials that can be borrowed from other 
, -sources (e.g., those listed in item II above) 



(Continued on page 28$ 



1. Survey the available training delivery models. 

2. Locate personnel available' for consultation • 
and/or training. 

3. Locate and obtain materials relating to areas 
indicated by needs assessment. 

4. Detemine constraints that may influence LRC 
inservice training capabilities. 
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13.1.2 Identify resources and constraints for training programs 



(Continued from page 285) 

4. c) materials that can be purchased 

d) materials that can be modified to meet needs 

e) materials that can be developed to meet needs. 

■ 5. What are the constraints on inservice training; 

a) federal restrictions (as pertaining to certain 
grants) 

b) state policies and restrictions 

c) LRC policies (e.g., workscope, and advisory 
board reconniendations) 

d) contractual agreements 

e) fiscal limitations? 
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SIEP-BY-STEPPnillES 



m 



WSK 13.1.3 Plan a total insemce training policy for the service area 



SIEP-By^STEPPIOCEDORES 



1. How do expressed needs compare with LRC capabilities 
for service? , 

a) Compare rieeds as expressed by respondents (13.1.1 
with priorities and constraints of governing 
agencies (13.1.2) to determine conon training 
concerns. 

b) Compare the common concerns from above with 
all resources available for training (13.1.2). 

c) Prioritise LRC's potential training services , 
based on need priorities (13.1.4) with the 

• eiiceptioti of those needs currently being met by 
other sources. (See 2.14, for needs being 
met by other agencies.) 

2. What are realistic training goals? Consider: 

aj long-range goals (i.e., the nuier of educators 
and topics to be impacted and the time required 
to be accomplished) 

b) short-range goals (i.e., the number of educators 
and topics to be impacted within one year). 

3. What information regarding training is necessary 
for LRC accountability: 

a) number and types of requests 

b) session Objectives 

c) anecdotal (narrative) record of session 

d) attendance 

e) evaluatioti, 

(See 4.0, evaluation; 5.3, maintaining LRC records) 



(Continued on page,28S 
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1. Determine inservice training parameters based on 
needs, resources, and constraints. 

2. Establish^ long-range and short-range training 
. goals. 

3. Determine types of record-keeping information 
needed. 

4. Establish a suitable data-recording system. 
(See 5.3 for maintaining LRC records.) . 

5. Establish a policy for coordinating services with' 
other agencies/groups. (Co-sponsors as well as 
population to be served.) 

6. Establishjdvertisement policy. 

.1. Establish an evaluation policy. 

8. Establish a procedure for follow-up. 

9. Submit the plan to the advisory board for 
approval ." (See 3.2.2 for advisory boards) 

10. Design a training manual for those conducting 
the, training. 
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CGNSIDERATIONS STEP -BY -STEP PROCEDURES 



ntinued from page ^^&7-) 

What data-recording system is most suitable: 

a) record forms (published, adapted, LRC developed) 

b) computer systems 

c) visual displays (e,g/, charts and graphs), 
(See 5J, maintaining records) 

Will training be initiated and conducted by the 
LRC alone or will it be organized in direct coop- 
eration with others? 

a) outline areas of responsibility- and commitment 
for all involved 

b) clarify expectations of all concerned parties 
(include trainers and trainees). 

What is the most efficient means of notifying 
servi ce~ popiil ati o n of trai ning policy? 

What will the policy be concerning training - 
evaluation: 

a) is evaluation of training sessions necessary 

b) how will evaluation information be used 

c) with whom will the information be shared 

d) will it be possible to use the same form for 
all training sessions? 



itinued on page 289) 
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I'.': - WSK ' 13 J. 3 Plan a total inservke training policy for the service area (Continued) 






CONSIDEMTIONS 



STEP-BV-STEP PROCEDURES 



(Continued from page 288) 

8. What will policy be concerning training follow-up 
procedures: 

a) is follow-up necessary 

b) how will it be implemented (same for alT 
sessions or determined individually, e.g., 

'mailing, visitations, technical information, 
additional training, additional materials) ? 

9. General considerations: 

- how can the most people be trained for the least 
amount of money? 

- does the long-range inservice training policy 
provide for sequential development of skills? 

■ - have provisions -been -made-for^ pol icy and 
procedural changes? 




SIEP-By-SIEPPSOCWES 



For each training session, consider: 

1. Who will be served by this session? Refer to 
possible groupings established in needs assess- , 
ment (2.0 and 3.1.1). 

2. What content is appropriate to the.needs and 
characteristics of the population? 

- refer to information on needs assessment regarding 
positions and training (13.1.1 and 4.0) 

- state specific objectives for the session. 

3. What are the best available resources: . 

a) personnel - who is available and when (13.1.2) 

b) model - most appropriate to all involved 
'13.1.2) 

— c) materials- necessary and availab1e-(i-3;l72):? 

4. When selecting the setting and- making physical 
arrangements consider: 

a) accessibility of location 

b) availability of necessary food and lodging 

c) cost • including rental, travel, and per diem 
reimbursements, if applicable 

.d) room arrangements (e.g., number of rooms, tables, 

seating, and decor) 
e) use of media (e.g., AV equipment and blackboards) 

5. Select an effective advertising method from the 
LRC policy (13.1.3). 

(Continued on page 291] 
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1. Determine population to be served. 

2. Determine training session topic and content 
appropriate to population to be served. 

3. Select personnel, delivery model, and materials 
to be used, 

4. Develop agenda. 

5. Secure training site and make necessary physical 
arrangements. 

6. Select and implement appropriate advertisement 
campaign. 

77"Revi'eW"del1v^ rfrWohsibili tTesTnllli^^ 
arrangements. 

8. Conduct training sessions. ' 
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CONSnNS 



STEP.BV-SIEPPIimilES 



(Continued from page 290) 
, 6. What arrangements need to be made or finalized: 

a) agenda (may include icebreaking activities, 
c, overview, statement of objectives, large/small 

group activities, and breaks) 

b) confirmation of time, location, and nuiber of 
participants' 

c) collection of equipment and materials 
(include preparation of handouts) 

d) collection of necessary forms - reimbursement, 
evaluation and consultant 

e) travel arrangements (reservations, maps, 
authorizations and people to meet) 

f ) room set-up? 

^l.J.wji.lJ_thejession be conducted?.. 

a) arrive at site on time (allow for set-up time) 

b) follow agenda 

c) collect evaluation data 

|. : d) specify to group any follow-up activities that 
t; will occur 

1; 8. General considerations: 

■ - allow flexibility in the agenda to allow for 

F:'. : trainee inputs ' 

- set aside time during the inservice training 
. procedures for the evaluation of agenda and 

conference formats 

- is there provision for conitment of partici- 
pants during training? 

■ ■ keep sniall' details manageable by organized and 
;li28 detailed planning from the beginninq 
k ' o ■ ■ ' ■ 

I^ISl^itinued on page 292)^ 



j|M:;;/ :)3,ii' ; piaii 'and deliver: training sessions - , (Continued) 
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STEP-BY-STEPPROCMES 



(Continued from page 291) 

- assign responsibility for details to specific 
people and make sure they follow through 



- arrange for icebreaking introductions of 
participants 

• schedule breaks to allow for creative comforts 
and informal interaction. 
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mmm , snp-By-siEPPMES 



(Continued from page 293) 

7. - who will conduct the follow-up 

- by what method 

- how the follow-up infonnation will be used. 

8. General considerations:. 

- What was learned about client learning style? , 
■ reception of training? 

- Provide ways for using feedback to influence 
other LRC activities, e.g., materials collection 
(child use and professional), direct services, 
technical assistance. 

- Inservice training can establish or maintain a 
relationship with a consumer group. The 
relationship should be carefully nurtured through 
follow-up procedures. . 
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FUNCTION 14.0 JLIVERING' TECHNICAL ASSISTANCE 

Stmtegij 111 hovide consultation serviees md tedhnical mist(mQe 



INTRODUCTION- : 

The kinds of technical assistance services which will be provided. by LR.Cs will be unique 
to each. For this reason, it is suggested in this Function that technical assistance, 
-must-first be definedlccordirifthe LRC' its clientele's needs. When 

a working definition has been reached, policies and guidelines for the delivery of 
technical assistance and for the evaluation of services must be stated. Procedures for 
informing clients of services ..availabTe are also detailed, as are pointers for developing 
agreements for services between the LRC and the client. 



•lis: 
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U. 1 Provide amultation smioes md teckical mistmee 

• Task 14.1.1 Develop a policy and guideline statemont which identifies 
and allows for local, state, and federal constraints, 
skill areas of staff (or these available outside) and the 
parareters of-LRC-defined services as based on the. needs 
of the clientele 

Task 14.1.2 Prioritize technical assistance needs 

Task 14.1.3 Develop procedures for providing technical assistance 

Task 14.1.4 Develop technical assistance agreements 

Task 14.1.5 Develop procedures for informing clientele of consultation 
services that are available from the. LRC 

Task 14.1.6* Coordinate the provision of technical assistance 

Task 14.1.7 Establish a system for recording and evaluating consul- 
tative and technical assistance services 
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TUSK J.1 .1 Develop a policy and guideline statement which identifies and allows for local, state,' and 
. ■ federal constraints, skill areas of staff (or. those available outside) and the ptirameters 
of LRC-defined services as based on the ne?ds nf the clientele: 



1. What does technical assistance mean to the LRC? 

2. What are local, state, and federal constraints 
relating to technical assistance? 

3. .What are the skill areas of the staff? 



4. What are the technical assistance needs of the 
clientele? (See 2.0) 

5. Are additional skills required to meet needs? 

6. What are necessary requirements and/or certification 
for staff providing technical assistance? 

7. What are the guidelines and policies of the LRC 
relating to technical assistance? 

8. What are the budget and time limitations? 

9. Are there untapped Issal resources to provide 
technical assistance? . " 

10. What agencies in your region provide what skills? 

n. What over services in the region are delivering 
technical tiss^ stance? 



STEPjy.STEP fflOCEDOSES 



1. Prepare a statement on trie philosophy of the LRC , 
relating to technical assistance. 

2. Write policies and guidelines for technical 
assistance based on local, state, and federal 

constraints; staff, coiiunity, and outside- ~ 

agency services; clientele needs; budget and 
time requirements; and your own definition of 
technical assistance. 

3. Incltfde a- plan for an evaluation process in the 
policy statement. Relate to evaluation. (See 4.0) 

4. . Present' the policy to the advisory committee and 
appropriate administrative personrial for their 
approval. 

5. Present the policy to LRC staff. 

6. Present the policy to LRC clientele. . 



BSK 14.] ;2 Prioritize technical assistance needs 
(See 2.0, needs assessment) 



1. :What technical assistance needs were perceived 
■ as most important by clients? 

2. What are the priorities for technical assistance 
as seen by the advisory board and administrators, 
and what are the parameters set forth in federal , 
state, and local guidelines? 

3. What technical assistance has been provided 
previously? How effective was it? 

4. Are there funds available to provide technical 
assistance? 



412 



ERIC 



300 



STEP-By-STEP 



1. Develop 'a list of personnel skills (within or 
outside of the staff) available to provide 
technical assistance. 

2. Submit the following information to the advisory ' 
board and administrators: 

■ avail abl e persoief sB [1 s for provi sion ^ of 
technical assistance 

- prioritized list of client needs for technical 
assistance 

■ prioritized list of administrative needs for 
technical assistance. 

3. Match available funds and staff expertise to the' 
technical assistance needs outlined above. 

4. Be .aware of previous technical assistance provided 
regarding emphasis, time, and budget allotment. 
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1. What is the service area for provision of 
technical assistance? 

2. What technical assistance is needed according to 
priorities (14.1.2J? 

3. Who will provide this assistance? 

4. What percentage of LRC time will be allocated 
to the provision of technical assistance? 

5. What funding is available? From the LRC budget? 
From other sources? 

6. What evaluation and follow-up procedures have been 
developed for technical assistance? 



StEP.Jy.sTEP PBOCEDOIIES 



1. Write a P^an ^ich lists the procedures for 
provisio'^ of technical assistance, to include: 

- servic^ ai^e^ for J^hich technical assistance 
will ueprovi'ded 

- type, of technical , assistance to be provided 

■ proce'J'^Jes foj. requesting technical assistance 

- a plaf % funding the technical assistance 
compofi^'^t based on acceptance of the formula. 

2. Submit if plan to th^ advisory board, administrative 
personnel » and [RC staff fo^ recommendations and 
acceptafi'^^' 

3. Write ad ^valuation P^an. 



COHSIDEMTIONS 



STEP-By-STEPPIIOCEDyilES 



1. Who has the authority to enter into technical 
assistance agreements: 

- state 
-LRC 

- local district? 

2. Are the agreements to be considered tools for . .. 
coimiunication or are they considered contracts? 

3. Have the agreements been approved by the advisory 
board and a'dministration? 

4. Has the staff been informed of the agreements? 

5. Have the agreements been covered in budget 
allocations? Have staff salaries and opera- 
tional expenses been included? 

6. Do the agreements meet all the terms agreed upon? 



1. Establish the authority for entering into . 
technical assistance agreements. 

2. Prepare the necessary documents and forms for 
technical assistance agreements . Consider 
state, LRC, and local guidelines and require- 
ments. 

3. Obtain approval for the agreement forms from the 
advisory board and administration. 

4. Inform the LRC staff of the procedures for 
negotiating technical assistance agreements. 

5. Hake necessary budget provisions for technical 
assistance agreements and operational expenses. 

6. Make necessary revisions in the agreements based 
on information received from advisory board, 
administration, and staff. 
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14.1.5 Develop procedures for informing clientele of consultation services 
that are available from the LRC, 




STEP.By.STEP PMDOIIES 



1. Who should be informed of the availability of tech- 
nical assistance? 

2. How do you inform clientele? , 

3. What administrative clearances are needed before 
— -inforniing' cl-ientel e? - • ~ - - - - — 



4. What are the considerations for the public relations 
program? 

5. Are there clear definitions developed on the role 
and function of consultation services? 



1. Contact by phone, brochure, letter or personal 
encounter those in the service area who would 

be interested in receiving technical assistance., 

2. Develop a list of clientele. (See. 15.2,1. -for 
mailing list) 

3. Develop procedures and information packets 
regarding technical assistance available. 

4. Establish a public relations program and inform 
staff of their responsibilities; contact clientele; 
determine a method for receiving and processing 
requests for technical assistance. 

5. Determine whether proper authority approval has 
been obtained. 

6. Assign responsibility for monitoring the delivery 
of technical assistance. 



7. Assign responsibility for responding to problems 
in the delivery of technical assistance. 



14.1.6 Coordinate the provision of technical assistance 




1. How shou'd requests for technical assistance be 
handled? 

2. Who is responsible for handling requests and 
monitoring the delivery of services? 

3. Are the necessary personnel and materials 
available to implement technical jss_istance_^ 

— services? " 

4. Who is responsible for the provision of 
materials necessary to implement technical 
assistance services? 

5. Have necessary funds been allocated for the 
provision of technical .assistance servicfis? 

6. Who will coordinate the necessary arrangements 
for consultants when they are needed? 



snP'Br-siEPPrauiiES 

i 

I I ^ — — ^mu •! I Miw^^^^^^— ^^^^^^ 

1. Establish responsibility for the provision of. 
technical assistance services. 

2. Determine the method and personnel responsible 
, for handling requests for services. 

3. a) Determine outside apcy capability for 

delivery of technkil.as.s.i.s.tanc.e.. . _ 

"'"bTLTsl; the available personnel and material 
resources. ' 

4. Assign tfie staff responsibility for the- provision 
of materials and facilities for technical 
assistance. 

5. Include in the budget 'dfie necessary allocations for 
consultative and techfikal assistance services. 

6. Be sure that the policy developed adheres to the 
guidelines of the agency reqi-:esting the service 
and that personnel and funding will be available 
for the servicg before any agreements are developed. 
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14.1.7 Establish a system for recording and evaluating consultative and technical assistance services 
(See 4.0,, evaluation) 



CONSIBEMTIOliS 



STEP-By-STEPMDUIIJS 



1. What purpose will the evaluation serve? 

2. What services will be evaluated? 

3. What types of evaluation will be utilized? 

4. -Who-is-.to.^perfonii~the-.evaluation?. 

5. What authority must be granted before the 
evaluation can be completed? 

6. Will recomendations be made following the 
evaluation? 

7. What system of records will be,ijsed in the 
evaluation? 

8. To whom will the evaluation report be made 
available? 

9. Who is. responsible. for delivery of the evaluation 
report and what mode of delivery will be utilized? 

10. What follow-up procedures will provided on the 
technical assistaoce program? 



1. Define the purpose of the evaluation and the 
population to be evaluated. 

2. Define the type of evaluation to be used: 

- on-site 

.„-,..,- ,„-„i,nterv.iew - 

- survey by questionnaire 

- survey by personnel. 

3. Develop and obtain approval for a procedure for the 
evaluation of technical assistance services. 

4. Assign responsibilities for evaluating to personnel 
or consultants. 

5. Develop a list of evaluators and their specialties, 

6. List the objectives to be evaluated. 

7. Inform those to be evaluated. 

8. Conduct and complete the evaluation. 

9. Compile the evaluation data. 

10. Make recommendations on the basis of the evaluation. 

11. Report data and recommendations to predetermined 
boards, administrators, and staff. 

12. i)etennine the confidentiality of the information 
provided. Kill the information provided be. 
•restricted or open to all who may show an interest? 



FUNCTION 15.0 PROVIDING INFORMATION SERVICES 



Strategy ISA Besign cad.irnpUmt ^^ 5^mal education infowation 
cioquisition, stomgey cad vetrieval system 1 

Strategy 1S.2 Dissewinate velemt infomtion in a systemtio fashion 

Strategy 15.1 negotiate' information requests mth iriinkal client 

lU develo p and maintain a viMc rdoiioM j^^ni^^ 

a positive vnacje of the Mc to lay md yrofessional . 
personnel \, 

INFORHATION " ; 

tetlier an LRC has the need and the resources for a liighlj developed and sopliisticated 
in « ,on syste. or wtether it on]j publishes a periodic newsletter, this action 
ets out the guidelines to follow. Procedures are included here for developing a data 

^ ^r'?'"'"""''"'' 'Ii"«'wting relevMt injfomation to target 
, es (newsletters, brochures, catalogs), negotiating Infomtion requests with 
dividual clients, and developing a public relations prigrai for the LRC. The volume. 
Of infoniation services and requests which an LRC can effectively handle will be detetiiined 

iTmTr' ^t'ffi^S patters (6.0), and the nl*er of 

Other LRC function? which require infomiation support services. 



I 



strategy JS. I design md iinpUmt a s^peaial eduoation informtion aoquisition, 
storage) md vetrieval system 

Task 15.1.1 Define the needs for information services 

Task 15.1.2 Create a data base of information about child, use 

— " -materials-and-equipiiienti-and-special-education-materialsr-- 

methods, training, resources, research, and/or 
consultants 

Task 15.1.3 Organize the data base for effective maintenance, 
retrieval , and use 
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15,1.1 Define the needs for infomiation services 
(See 2.0, needs assessment) 




1. Who are the clients for infomiation services? 
■2.. What are 'the roles of these clients? _ 

3. What kinds of skills and knowledge do these 
clients have? 

4. Whatlourcelilf inKaliiiilbTuTthll^^^ 
available? 

5. What are the goals and objectives of the clients? 

6. What additional information resources are 
available to meet these goals and objectives? 

7. What information resources do these clients use now? 

8. What is the current level of satsifaction with 
information service these clients are receiving? 

9. What concerns are identified with the present 
(if any) infomiation resource now being used? 

10. What plans for change are these clients 
considering? 

11 . What information services would best complement the' 
clients' desires? 

12. Based on concerns and the information resource now 
being used, what modifications can be implemented 
to better the system? 



ERIC 
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SlEP.jy.STEPPBOCEDyiES 



1. Prepare J written description of your clientele, their 
roles, if ir si^iUs, the^^ current programs and theip-- 
future rfis. (See 15.3.1) ., ;• 

2. Establi^f' ^ mechanisfli, for keeping LRC staff informed, 
of clientele's activities. 

alj)jajj-|nbxamii!illi4v^^ 

cliefi*^ afid tBi^"^ctivities, e.g.> program plans 

mio^ propojaif;, vitaes, and/or staff directories, 
local 'Newsletters* parent association newsletters, 
neigH^orhOQji pewpapers, school Board minutes, 
district c\iY^\cw]\i^ guides, and university catalogs 

b) Maint^l" a Regular schedule of face-to-face communi 
catiofi with clients, Preferably in their working 
envif^'Niient; 

c) To tfi?J"llest extent Possible, participate in the 
activities of clients, e.g., staff meetings, 
board "leetings^ and workshops. 

3. Make a l^^t of the Kinds Of questions your clients 
need to ^} so that they c^n best fulfill their 
roles, /helj) plan for p^ogra^l changes. . 

4. Make a ij^t of the ki"ds of information clients 
will need to answer these questions. 

5. Design a ^m to. record information needs of indi- 
vidual clients, 

6. Make a r^^^rd (iijjser profile") of the overall infor- 
mation n^^ds and resources of each individual client. 



(Continued Pase 312) 



15.1.1; Define the needs for information services (Continued) 



STEP.By.STEPPIlOCEDyilES 



(Continued from page 311) . 

7. Use Procedures 3, 4, and 5 to provide an overview 
for defining information service needs. This 
information can then be utilized in LRC planning. 

8. Report needs to funding agent. 
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Consider the kinds of informtion needed 



y. '"uurces, research, and/or consultants 



siEP-ey-siEP 



2' tep a record of sucli local services snrf cn..i« 
[""y-J^iavailable f« tteir? d sef 
™j*lity, contact person, and «a5e«n7' 

^' a"S wlllatf '° services 

4. Hake fornal arranoenents to use these services. 

^^"f' ^ education-related newsletters or 
Publ co lons (e.g., SEA publication dto , 
"^letters, p^ject ne«^tters) as'bS'ls 

' a SaSotn^^^^^^^^^^^ 

«Mef«theSceS^^^^^^^ 
state and/or university libraries.) 

idenW^-„S^' to 
™ m your state, region or district 

' Sheffi^^^^^ 

""«t'«"alOMldSio?rt?ae?"^^''°V 
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(Continued on page 314) 
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15.1.2 Create a data base of information (Continued) 




m 



CONSIDERATIONS 



STEP-BY-STEP PROCHES 



(Continued from page 313) 

9. Explore the availability of information data 
bases (e.g., ERIC, CEC, NTIS, SSI, Inter-Library 
Loan, HEDLARS). 

10. Explore the availability of instructional materials 
data bases such as NIHIS or System FORE. 

11. Whenever possible, buy existing information products 
and/or services. 

12. Calculate the total annual cost of using existing 
services and products. 

13. Prepare plans for developing any original compila- 
tions needed. 

14. Procure and retain a master file of educational 
materials catalogs. 
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15.1.3 Organize the data base for effective maintenance, retrieval, and use 
(See 12.3 for LRC physical arrangements) 



1. What physical arrangement would best serve needs 
of visiting clients? 

2. What kinds of equipment, furniture, or shelves 
will be needed? 

3. What arrangement of materials will provide 
easiest accessibility for both client and staff? 

4. What kind of classification system will be easily 
understood by clients and staff to locate and/or 
shelve materials? 

5. Idantify or create a subject indexing system which 
can easily be used for retrieval. 



FRir 



STEP.B¥-% 



1. Visit other , infonnation t^-'m to learn of 
systems designed to store and receive materials. 

2. Adapt those aspects of various systems observed 
that will best serve the .needs of the LRC. 

3. Assign to shelves those materials which can stand 
on or occupy space independently on shelves. 

4. Set up a vertical filing system for all materials 
which by siza anti/or shape do not permit shelving. 

5. Organize consumables separately. 

6. Place shelving a"? storage equipment so as to 
permit easy traffic flow. (See 12.3 for LRC 
physical arrange'''^')ts) 

7. Periodically analyse equipment and shelving to 
determine whethe'' space is being used to the best 
advantage, 
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strategy 15.2 Disseminate relevant information in a systematic fashion 

Task 15.2.1 Interview client to discover his/her needs 

Task 15.2,2 Record in a systematic format components of the 
information request 
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15.2.1 Interview client to discover Jiis/fier, needs 



COKSWiS 



SIEP-By-SIEP 



1. The clients may range in their knowledge of what 
cons^tutes information services. 

2. The client may or may not be the one who launches 
the negotiation process. 

3. A client may be unsure and unknowledgeable and may 
need help in conceptualizing and in verbalizing the 
information need. 

4. The client may have particular resources in mind 
to accoimiodate his particular request. 

5. The client may be unaware of the technology for 
information retrieval or of the types of data 

■ •■ bases available. 

6. The client may have financial constraints that 
might indicate the search parameters. 
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1. Find out how much the c^ .erit knows about informatior 
services' offered by the LRC. 

2. Find out what resources, if any, have already been 
explored by the client and what results were 
obtained. 

3. Explain what information services are provided by 
the LRC through conversation and printed informa- 
tion. (15.3.2) 

4. Show how the LRC's capabilities fit with the overall 
concept of information services. 

5. Ask questions such as, "How can we be of particular 
' service to you?" or "Does it appear to you from 

- our description of services that we can be of 
help to you?" 

6. Fill in gaps as necessary. Be basic, explicit, 
accepting, and helpful. 

7. Find out if a computer search is desired.' 

8. Find out how much money a client is prepared to 

pay. 
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TASK 



15.2.2 Record in a systematic format components of the information request 



SIEP-By-STEP PROCEDyRE'S 



1. In the exchange of information on a verbal 1efeh 
essential data could be lost or ignored. Keep a 
written record of the request. 

2. The client will probably expect the maximum amount 
of information or assistance with the least apnt 
of effort on his/her part. Therefore, assume the 
maximum burden of probing, recording, and double- 
checking of the request details. 

3. What concepts are the most important? How can 
these abstract concepts be recorded via trans- 
lation into concrete descriptors compatible with 
the information system being tapped? 

4. The client may have varying needs which may have 
• to be satisfied by ipore than onp means. Records 

of any major restntcturing of a client request 
shoiild be well documented. 

5. How much information does a client want? 
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1. Select or design and implement a form and a procedure 
that will permit effective and efficient questioning, 
intervention strategies and results. 

2. Record in a systematic fashion the various components 
of the information request. 

3. Begin by recording simple data such as client name, 
address, " r'tion, and telephone number. 

4. Move I. .obing for broader elements of the 
reque. .. ify the broader elements by speci- 
fically |;ri)b;,ig the more discrete elements. 

5. Fill in the details. Re-state the client's 
request in your own words. 

6. Ask the client to clarify any ambiguous words. 
Translate concepts represented into descriptors 
if applicable. 



7. Review with the client his/her understanding of the 
terminology you have used to re-express the request. 
Try to achieve consensus. 

8. Write a retrieval strategy if the retrieval is to 
be accomplished via computerized system. 

9. Suumarize the content of the interview. Transfer 
the inforoiation to the final form designed for this 
purpose. 



(Continued on page 321) 
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15. 2.2 Record in a systeniatic format components of the information request (Continued) 



COKniTIOMS 



STEP-BV-STEP PROCEDURES 



(Continued from page, 320) 

10. Supply the client with and record on the form 
information about the delivery date and the format 
of the information search or service. 

11. Provide the client with a copy of the final 
request specifications. 



12. Maintain a record .of the information interview 

for planning, evaluation, and collection procedures. 

13. Establish follow-up procedures on, other than manual 
searches done locally to be certain client receives 
information output required. 
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StrntRgy 15.3 kgotkte infomtion Tequests uith individual client 

Task 15.3.1 Develop or obtain a mailing list of LRC clientele 

Task 15.3.2 Design and publish a brochure describing LRC resources 

Task 15.3.3 Provide bulletin boards, exhibits, and displays within 
the LRC to encourage walk-in clients to use materials 
and/or services 

Task 15.3.4 Publish a periodic newsletter 

Task 15.3.5 Publish a holdings list of materials available from the LRC 

Task 15.3.6 Establish a selective dissemination and/or current 
awareness service 

Task 15.3.7 Establish an information analysis service to assist 
programs in decision making 

Task 15.3.8 Establish a ready reference service based on client 
information needs 

Task 15.3.9 Construct exhibits, displays, and presentations for use 
at professional meetings and conferences 

Task 15.3.10 Create a network of extension agents (field representatives, 
gatekeepers, itinerant teachers) to deliver information 
and continually assess needs 



15.3.1 Develop or obtain a mailing list of LRC clientele 



COKSIDERAIIOIIS 



1. What kind of mailings does the LRC plan to do? 

2. Who is to be included on the mailing-list: 

- clients 

- Advisory Board members 

- other LRCs in the state, region 

- parent organizations 

- other organizations and agencies in the region 
which serve handicapped children? 

(See 12.4.2, identifying eligible clients) 

3. Is the mailing list long and varied enough to be 
computerized? 

4. If the list is put on a computer, will you be 
able to access certain groups of names, or 
combinations of groups, by pre-detennined 
codes? 

5. What semi-automated or manual addressing systems 
are available to you (e.g., Addressograph or 
Xerox mailing labels)? 



At I 



1. Develop a list of possible mailings which might 
occur ii> a year, then list people or organizations 
who might need to receive the information. 

(See 15.11) _ 

2. Determine who the audience will be for receiving 
LRC mailings. 



3. Develop the mailing list. (Collect teacher names 
from the LEA user lists; parents' names from 
teacher-parent organizations; publishers' names 
from representatives' catalogs; SEA and regional 
directors from SEA directory). 

4. Code each name according to interest groups (e.g., 
A=parents, B=teachers, C=funding agency, project 
officers and need groups; 1. Career Ed., 2. Admini- 
stration, 3. Reading materials). 

5. Arrange, if possible, to have the list computerized,, 
with the capacity to print out gummed mailing labels 
by code. 

6. Keep the list continually revised and updated. 
(Follow-up on returned mail, plan annual revision,; 
circulate an annual questionnaire, check against . ; 
other lists as available, check against all incoming 
correspondence, enclose self-addressed address 
change form in all mailings.) 

7. Arrange to use bulk mailing rates. 

8. Arrange to use any available intra-agency mailing 
system. ; 
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CONSIDERATIONS 



SIEP-By-SIEPPIIOCEOyBES 



I Who is the target audience for the brochure? 

2. How much money is available for production of the 
brochure? 

3. Is there someone on staff who has experience' and 
can prepare the copy? 

4. Is there soEone on staff who has experience and 
can prepare the design and format of the brochure? 

5. How many copies will be needed? 

6. Is a brochure the best way to describe LRC 
services to the target audience? 
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1. Delineate the target audience for the brochure. 

I Determine what information should be related 
and how. 

3. Obtain copies of brochures from similar LRCs, 

4. Prepare the copy for the brochure, using the best 
writing skills available. If the copy is not 
suitable for the entire target audience, prepare 
as many sets of copy as necessary to appeal to 
the entire audience. (This will cost money, so 
the fewer sets of copy, the better. Attempt to 
achieve a brochure with universal appeal.) 

5. The price of the brochures will depend on several,:-^: 
variables: number of copies to be printed, quality 
of paper, number of colors of ink, method of printing, 
size of the brochure. Generally, since the price 

per copy decreases as the number printed (type-set) . 
increases, you should determine the greatest number 
which could be used before they are out-dated. 

6. If possible, have the copy type-set. Typewriter 
type is: never as attractive. Get estimates -■ 
sometimes type-setting is cheaper. 

7. Detennine who will help with the design . and foniiat-^^ 
of the brochure. Determine priorities, for example: :; 
Is appearance the most important factor? Can the 
paper qualit; be sacrified in order to use another v 
color of ink? Vice versa? 



(Continued on page 327) 
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TASK 



15,3.2 Design and publish a brochure describing LRC resources [Continuedl 



CONSIDERATIONS 



STfP.By-STEPPKDyRES 



(Continued from page 326) 

8. Don't skimfi on the quality of writing and design. 
If staff members have no experience preparing, : 
informational brochures, go outside of the staff, , 
for the first time. Close attention should be 
paid to the procedures followed by the professional 
so that the staff may do it the next time. Some : 
fiscal agents supply publications services. Check : 
to see if this is available. 

9. Work closely with the designer and printer. Read 
"proofs" carefully to avoid possible errors on: 
the final copy* 

10. Obtain bids from several printers. 

11. Submit the brochure design and copy to advisory 
coimittee for approval and revision. 
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15.3.3 Provide bulletin boards, exhibits, and displays within the LRC 
, to encourage walk- in clients to use materials and/or services 



1. What staff Mbers will be responsible for these 
exhibits? 

2. Is sufficient space available for these exhibits? 

3. Are there sufficient numbers of walk-in clients 
to warrant these types of displays? 
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STEP'By-SItP 



1. Determine specific objective(s) for displays. 

2. Assess display areas available; supplement if 
necessary with moveable bulletin boards and 
easels. 

3. Purchase pin-on letters, stencils, and other aids 
and devices to facilitate construction of displays. 

4. Determine which staff members will be responsible 
for the art work and the actual construction of 
exhibits. All staff members could have input into 
the planning of exhibits to make them more meaningful. 
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15.3.4 Publish a periodic newsletter 



1. What are the object! v:^s of your newsletter? 

2. To whom will the newsletter be sent? 

3. What type of information will be included in the 
newsletter? How much space will be needed? 

4. How often does information need to be disseminated? 
Bi-weekly? Monthly? (Juarterly? 

5. What are the budgetary and funding agent restric- 
tions for compiling, printing, and mailing a 
newsletter? 

6. Will a staff member be responsible solely for the 
newsletter or will s/he have other duties as well? 

7. Who will provide items and articles to be 
included in the newsletter? 

8. What will be the time line for submitting articles? 

9. Is a newsletter the best way to disseminate 
information? What alternatives do you have? 
Bulletins? Flyers? 

10. Are there existing newsletters which could serve 
jour dissemination needs? 



(Continued on page 330) 
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STEP •By. STEP 



1. Specify measurable objectives for the newsletter. 

2. Establish parameters for the kind of information 
to be included. Check with the funding agency to 
become acquainted with possible restrictions. 

3. Establish a regular time at which the newsletter ■ 
can be expected by clients and colleagues. 

4. Utilize information abstracted from analysis of 
incoming media. (See 15.1.2 for information data 
base) ' . 

5. Determine to whom the newsletter will be sent. 

6. Assign the responsibility for the newsletter develop- \ 
ment to' one staff member. Be realistic about the ; ! 
time necessary to produce a quality document at 
pre-detemiined intervals. 

7. Establish aiudget for production of the newsletter. 

8. Solicit expert assistance for the initial format 
design. Follow the same basic format each time. : 

9. Establish an attractive, conveniently storable and 
mailable format to be followed each time. Typewriter 

type is acceptable— and less-expensive for a 

limited run - if different type faces are used, type ; ' 
is photographically reduced, and some graphics are used; 

(Continued on page 330)" 
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15.3.4 publish a periodic Mewsletter (Continued) 



CONSIDERATIONS 



STEP -BY -STEP PROCEDURES 



itinued from page 329) 

How will you determine the effectiveness of the 
newsletter? 

Should the newsletter serve as a permanent infor- 
mation resource for the clients? 

Should there be a periodic and/or cumulative 
index to the newsletter? 



(Continued from page 329) 

10. Investigate alternative means for printing the 
newsletter: mimeo, offset, or print. 

n. .Determine time lin^js for submitting items and 
articles. 

12. Establish policies regarding acceptance of 
articles for the newsletter (e.g., item length, 
source, and pictures). 

13. Solicit iTiput on type of content desired by clients 
through survey, informal needs assessmant, and/or 
advisory conniittee recommendations. 

14. Establish a procedure for evaluating the effectivenes 
of the newsletter. 
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15.3.5 Publish a holdings list of materials available from the LRC 
(See 12.2 for processing instructional materials) 



CONSIDERATIONS 



STEP. BY -STEP PROCEDURES 



^Ihat are the objectives of the holdings list? 

Jho should have copies of the list? 

^ow many copies will they need? 

-ihat are the budgetary and funding restrictions for 
:ompiling and printing such a list? 

Jho will be responsible for preparing the holdings 
list? 

Jhat kinds of information about holdings will be 
jseful to the client population (e.g., media type, 
instructional level, materials descriptions, 
iistributor, and cost)? 

iowwill the holdings list be organized: 

• by access number 

• by skill area 

' by handicapped type 
■ user? 

/ill procedures for borrowing materials be detailed 
n the catalog or holdings list? 

(hat is the availability of a computer or other 
lechanized device for producing the holdings list? 

low often and when will the holdings list be 
ipdated? 

low will the effectiveness of the holdings list be 
ivaluated? 



1. Specify objectives of the holdings list. 

1. Design a format which meets the objectives and 
which can be easily updated. 

3. Prepare annotations of each item to be included 
from shelf listings and accession worksheets. 

4. Divide entries by categories which fit clients' 
needs and cross reference items that fit into 
more than one category. 

5. Give basic information on each entry (as applicable). 
Include access number, title, developer, publisher, 
instructional level, handicap population, grade level, 
availability, and method of use. 

6. Describe scope and include instructions for use of 
holdings list. 

7. Describe procedures for updating the holdings list. 

8. Field test product via random samples for ease of 
use and correlation to client needs. 

9. Determine to whom the catalogs will be sent and 
how many copies are needed. 

10. Have the descriptions typed and duplicated (or 
key-punched and printed). Investigate the most 
economical and effective mechanical device for 
producing and duplicating master listing (Keypunch, 
Offset, CRT, IVH, Hag Card II, or HTST) and 
storing information for future multiple copies. 
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(Continued on page 332) 
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15.3.5 Publish a holdings list of materials available from the LRC (Continued) 



CONSiDERATiONS 



332 



STEP -BY -STEP PROCEDURES 



(Continued from page 331) 

n. Use methods which allow for easy updating. For 
example, the pages could be three-hole punched 
to be inserted into ring binders. When updates 
occur, entire psges could be re-typed and sent out. 

12. Specify the procedure and time schedule for updating 
the holdings list. 



13. Mail or distribute the listing. 
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15.3.6 Establish a selective dissemination and/or current awareness service 



CONSIDERATIONS 



STEP -BY. STEP PROCEDURES 



:s it feasible to identify needs of clients? 
See 2.0 and 15.1.1, needs assessment data) 

)o needs of individual clients or client groups 
'ary significantly? 

low frequently do needs change? Are some needs 
:ontinuous? 

[hat is the volume and range of new acquisitions? 
feekly? Monthly? Quarterly? (Count abstracts 
ind journal articles individually.) 

loes the LRC use a computer to maintain its 
loldings list? If so, how frequently is it 
ipdated? 

toes the LRC have convenient access to photo- 
luplication equipment? 

low much staff time is available to scan, classify, 
nd select items for dissemination? 

0 clients wish to maintain cumulative personal 
nformation files? 



1. If . . . 

a) it is feasible to identify individual or client 
group needs, and 

b) these needs vary significantly, and 

c) at least some needs are continuous, and 

d) the volume and range of new acquisitions is 
greater than one client's needs, and 

e) staff time is available to scan new acquisitions, 
and 

f) computer service or photoduplication equipment is 
available ... 

consider establishing a selective dissemination (SDI) 
service. A selective dissemnation service regularly 
informs clients of all new acquisitions which meet 
their heeds. 

2. If any of these conditions do not apply, consider 
establishing a current awareness service to regularly 
inform all clients of all new acquisitions. 

3. Decide how frequently to disseminate new acquisitions 
announcements. 

4. Decide how many items to disseminate at a time. (Five 
to ten is most effective for SDI; 10-25 for current 
awareness. Limit to an amount which can be read and 
stored in 15 minutes.) 

5. Design a format for announcements. Consider ease 
of preparation, duplication, storage, cost, eye- 
appeal, and amount of information to be included. . 



(Continued on page 334) 
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15.3.6 Establish a selective dissem'nation and/or cur^^ (Continued) 



CONSIDERATIONS 



STEP -BY -STEP PROCEDURES 



(Continued from page 333) 

6. Specify ineasurable objectives for the dissemination 
services. 

7. Establish a procedure forTecording and updating 
individual needs. 

8. Establish a procedure for keeping aH^rbnitoring 
records of the use and cost of the service. 

9. Prepare a budget for the service. 

10. Conduct a periodic evaluation of the service. 

11. Report the results of the evaluation to admini- 
strators and advisory committee. 
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15.3.7 Establish an information analysis service to assist programs in decision making 



CONSIDERATIONS 



STEP -BY -STEP PROCEDURES 



What program decisions must your clients make? 

When must these decisions be made? 

For each decision, what alternatives are being 
considered? 

Does the LRC have information related to any of 
these decisions or alternatives? 

Will the decision-makers accept and use information 
from the LRC? 

Who makes each decision? 

Are the decisions made by individuals or groups? 

What question must be answered to make these 
decisions? 

Does the LRC staff have the expertise to analyze 
these decisions? 

Does the LRC have staff time available to write 
analytic reports or prepare analytic presentations? 

Does the LRC have media production capability? 

Can the decisions be forecast on a long-range basis? 



1. Identify clients' program goals. 

2. Determine when and by whom, program planning is 
conducted. 

3. Interview decision makers to. determine what decisions 
must be made, ^v'.hat alternatives are being considered, 
and what questions must be answered and when. 

4. Conduct a search to locate information resources 
which are related to these questions. 

5. Write a report briefly expressing all answers 
located for each question. 

6. If the decisions are made by groups and if facilities 
budget, and time permit, prepare a mediated presen- 
tation of the report. 

7. Hake copies of the report available for future use 
at least through ERIC. 

8. Conduct a survey or a study of long-range planning 
documents to forecast future decisions. (See 2.0 
for needs assessment and forecasting) 

9. Prepare a budget for producing analytic reports and 
presentations. 

10. Maintain records of the costs of preparing analytic 
reports and presentations. 



15.3.8 Establish a ready reference service based on client information needs 



CONSIDERATIONS 



Avoid duplicating information searches. 

What should the disposition of information collected 
after providing client with originals be? 

Which topics requested reflect clients' information 
needs most? 

What method(s) of "recycling" information can be 
developed so that it can be shared? 

What is topic demand? 

How can information concerning the current trends 
in topic interest as reflected in client queries be 
advertised? 

Avoid disseminating or storing topical information 
no longer of interest to clients. 



STEP -BY -STEP PROCEDURES 



1. When responding to clientsV request for information, 
with printed materials, (telephone, mail, or walk-in^ 
make several copies of these materials provided to 
client. 

2. Set up and maintain a storage system for copies of 
this material. (See 12.3 for storage of instruc- 
tional materials) 

3. Store the information by topics provided by clients. 

4. Label ^materials according to type of person or 
organization making request and date of request. 
Purpose for which materials' will be used should also 
be indicated when this information is available. 

5. Utilize this ready-reference source for future 
client requests for information in the indicated 
subject areas. 

6. Record the areas of interest and the: number of 
requests made in each area over a designated period 
of time. (See 5.3, maintaining LRC records) 

7. Include information in the LRC" newsletter or 
publicity vehicle about the interest trends as 
indicated by number of clients requesting infor- 
mation in specific areas. (See 15.3.4, newsletter 
publication) 

8. Maintain periodic checks of the dates information was 
provided to assure timeliness of information. 

9. Maintain periodic checks of the demands being made on 
various topics and purge information that has become 
outdated or which has ceased to reflect client needs. 
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15.3.9 Construct exhibits, displays, and presentations for use at professional meetings and conferences 



CONSIDERATIONS 



STEP -BY. STEP PROCEDURES 



ow often will displays of this type be called for? 

Des the budget allow for expenditures of this type? 

lat function will the exhibits serve? Informa- 
ional? P.R.? 
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1. Determine whether the need for displays and exhibits 
is great enough to justify the time and money 
involved. 

2. Look at displays and exhibits prepared by other 
agencies. Identify points to be emulated, and 
those you would do differently. 

3. Gather photos and information which could be used. 
Photos should be sharp, have good contrast, and be 
pleasingly balanced because they will need to be 
greatly enlarged. Informational copy should be 
concise and brief short phrases work well 'as 
captions for photos. 

4- Assign a staff member, preferably one who has designed 
displays before, or commercial graphics people to 
the design and development of the presentation. 

5. Produce or have produced typed clear copies of all 
overhead transparencies. 

6. Write or have written a script for use with visuals. 
Test the program out on staff prior to use. Make 
appropriate revisions. 

7. Prepare handouts for the audience covering major 
points of the presentation, (See 15.3.2 for brochure 
development) 

8. Ask for audience evaluation of exhibit/presentation. 

9. Continuously update and/or modify the presentation. 
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15.3;10: Create a network of extension agents (field representatives, gatekeepers, 
itinerant .teachers) to deliver infonnation and contimjally assess needs 



CONSIDERATIONS 



STEP -BY -STEP PROCEDURES 



s the LRC staff able to maintain face-to-face com- 
unication with all its clients? 

f not, who is available to maintain comnunication 
ith both the LRC staff and its clients? 

re there any itinerant personnel in the LRC service 
rea who could function as extension agents? 

Des the LRC have funds to employ one or more 
jll-time extension agents? 

lich individuals in the LRC service area conmuni- 
3te most frequently with the LRC clients? 

lich individuals are opinion leaders in the LRC 
^rvice area? 

lich individuals would be willing to function as 
(tension agents? 

lat responsibilities would an extension agent 
we? : 

)w would extension agents be trained? 

)es LRC have funds to reimburse travel and 
jlephone expenses for extension agents? 

' volunteer extension agents are used, what 
jwards or other compensation can the LRC offer 
lem? 



nued on page 339) 



1. Decide if extension agents are needed. 

2. Decide how many extension agents are needed, 

3. Prepare a statement of the extension agents' role, 
and objectives of the agents' service. 

4. Decide if agents will be employed by the LRC or 
if volunteers will be sought. 

5. Determine appropriate qualifications for extension 
agents. Different kinds of agents may be desirable 
for different client groups. 

6. Plan appropriate training for agents, 

7. Recruit and train agents. 

8. Establish a procedure for keeping records of agents* 
activities and expenses. 

9. Establish a procedure for agents to use to report 
clients' needs. 

10. Prepare a budget for extension agent activities. 

11. Communicate the identity of the agent and his/her 
role to clients. 
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(Continued on page 339) 
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15.3.10 Create a network of extension agents 



{Continued) 



CONSIDERATIONS 

inued from page 338) 

10 would be responsible for supervising the 
:tivities of extension agents? 

)w would extension agents be evaluated? 

Dw many extension agents would be needed to main- 
iin coifffluni cation with all the clients? 



STEP -BY -STEP PROCEDURES 



(Continued from page 338) 

12. Conduct a periodic evaluation of the agents' 
effectiveness. Include consideration of: 

1) number of clients contacted 

2) frequency of contacts 

3) kind and number of services they deliver 
(e.g., workshops, demonstrations, materials and 
information requests, consultations) 

4) clients* perceptions of the value of the agents 

5) cost of the agents' services 

6) agents* perception of the value of their services 

7) clients' and agents' suggestions for improving 
services. 

Consider comparing quality and quantity of services 
delivered to clients contacted by agents versus 
clients not reached by an agent. 

13. Report results of evaluation to administrators and 
advisory conmittee. 
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strategy 15.4 Develop and mintain a public relations program to provide a positive 
image of the LEC to Icy and prof essional personnel 

Task 15. 4J Develop and maintain a public relations program to 
provide a positive image of the LRC to lay and 
professional personnel 
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15.4.1 Develop and maintain a public relations program to provide a positive image 
of the LRC to lay and professional personnel 

CONSIDERATIONS STEP -BY -STEP PROCEDURES 



•Ihat are the political, social, cultural, economic, 
ind demographic characteristics of the comnunity 
in which the LRC is located? 

low much public exposure will the comnunity accept . 
ind support? 

<hat kind of public exposure will the community 
iccept and support? 

low broad or restricted should the targeted 
iudience be? r s> 

lave any precedents for protocol been established 
)y the community as a result of prior program 
impacts (or lack of such) ? 

Ire there any legal or grant restrictions? 

Jhat kind of exposure will be needed within the 
local, state, regional, and national network of 
"esource systeins? 

Jill college, university, and comnunity personnel 
[locally, nationally) be involved in LRC activities? 

/hat will LRC involvement with LEAs be? 

;onsider that the LRC s purpose and efforts will 
influence the selection of public relations 
target groups. 

Jtilize unsolicited "golden opportunities". 



Locate and list potential groups to which you my 
send LRC information: 

- local citizens groups 

- local educational agencies 

- colleges and universities 

- members of the network 

- publishers 

- other professional organizations 

- political entities (State Board of Education, 
Board of Regents, various Senate Committees, 
other federally- funded programs 

- public agencies 

- services groups, such as the Lions Clubs 

With the entire professional staff, formulate 
policies regarding the various groups to which 
public activities will be directed. 

As an initial public relations move, contact a 
list of approved groups and individuals to make 
certain that LRC services are desired. 
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